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Carre Corporatran 


100 Csaper Court 


Los Gates CA 95036 
408-395-7000 
TWX 910-597-5391 
Caere LSGT 


Dear OmniPage User, Fax 408-354-2743 





Thank you for upgrading your OmniPage software to version 3.0. 


OmniPage 3.0 is fully System 7 compatible. OmniPage 3.0 also includes, at no extra charge, 
OmniSpell and OmniDraft: 


OmniSpell provides a spelling checker that works within OmniPage’s Transitional! Edi- 
tor. Designed specially for text recognition, OmniSpell includes an automatic spell 
checking feature, editable user dictionaries, and import and export features. 


OmniDraft adds dot-matrix capability to OmniPage’s already considerable feature list. 
With OmniDraft, you can recognize text printed by 9-pin dot-matrix printers operating 
in draft mode. 


We’d like to see you get the most out of OmniPage - our new version will increase your produc- 
__ ity and be easier to use. 


To install OmniPage 3.0, simply open the Installer program on Disk #1 and follow the 
prompts. be sure to read the Release Notes included in this package. 


Ca 


Wishing you the best, 


Vine Cle 


Vallance Cole 


OmniPage Marketing Manager, Caere Corporation 


8100049-001A 
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OmniPage. 3.0 
Note 
d’aggiornamento 





istruzioni per l’installazione 


Per installare OmniPage 3.0, avviare il programma In- 
staller (Disco programma 1) e rispondere alle richieste. 


Compatibilita con il System 7 


Questa versione di OmniPage é compatibile con il nuovo 
software System 7 della Apple. I test sono stati eseguiti 
con tutte e quattro le configurazioni di memoria: memoria 
virtuale attivata e disattivata, indirizzamento a 32 bit 
attivato e disattivato. 


OmniPage resta compatibile con il software System 6.0 e 
versioni successive. 


11 System 7 incorpora nel menu Modifica di OmniPage 
tre comandi del menu Pubblica. Per la spiegazione es- 
auriente dell’'uso di queste funzioni, consultare la 
documentazione del System 7. 
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= Opzioni Pubblica del System 7 


OmniPage 3.0 accetta i comandi Pubblica del System 7, 
pe che consentono di collegare dinamicamente una parte 0 
a l'intero documento OmniPage ad altri documenti presenti 
oe sul sistema. I comandi Pubblica sono accessibili dal menu 
pe ° Modifica. 
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ae E‘ possibile pubblicare un metafile OmniPage in parte o 
zie per intero. Per pubblicare tutto il documento, selezionare 
l'opzione Pubblica tutto dal Transitional Editor. Il comando 
Crea editore consente invece di pubblicare solo il testo 
selezionato. 











Quando si seleziona uno di questi due comandi, viene 
creata una Pubblicazione. La finestra di dialogo 
visualizzata consente di denominare e dare alle stampe la 
pubblicazione. 


e jl comando Opzioni Editore, disponibile quando si 
seleziona un Editore, consente di specificare come e 
quando far pervenire agli abbonati gli 
aggiornamenti di una pubblicazione. 


e Se si seleziona Quando registro, la pubblicazione 
viene modificata ogni volta che si memorizza 
Y’Editore. : 


e Se si seleziona Manualmente, la pubblicazione viene 
modificata quando si preme il pulsante Aggiorna ad- 
esso nella finestra di dialogo Opzioni Editore. 


Per ulteriori informazioni sulle funzioni di 
pubblicazione, si rimanda alla documentazione del System 


ig 


OmniSpell e OmniDraft inclusi 


Senza maggiorazione del prezzo, abbiamo incluso in 
OmniPage 3.0 i due supplementi Caere piu richiesti. 


¢ OmniSpell é un testo-correttore interattivo, 
realizzato appositamente per gli errori di 
riconoscimento del testo. In presenza di un errore 
d’ortografia, i testo-correttori creano degli elenchi 
di termini alternativi. OmniSpell genere gli elenchi 
tenendo conto dei possibili errori di riconoscimento 
del testo, a differenza degli altri testo-correttori, 
che si basano sugli errori di battitura. 


e OmniDraft potenzia ulteriormente le risorse di Om- 
niPage, permettendo il riconoscimento di document! 
stampati in modalita bozza mediante stampanti a 
matrice a punti a 9 aghi. 


Tutte queste funzioni supplementari sono incluse nel 
software OmniPage 3.0. Dato che OmniSpell e OmniDraft 
vengono installati automaticamente durante l’installazione 
di OmniPage 3.0, le istruzioni per l’installazione fornite nei 
manuali di OmniSpell e OmniDraft vanno ignorate. Anche 
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se si possiede gia OmniSpell o OmniDraft, installare solo 
OmniPage 3.0. 


Nel manuale dell’utente di OmniPage non sono descritte 
le risorse di OmniSpell né quelle di OmniDraft; per in- 
formazioni a questo proposito, si rimanda ai manuali di 
OmniSpell e OmniDraft. 


Scanner 


Questa versione di OmniPage accetta i seguenti scanner: 





Abaton 300GS" Getronics (Visa) GS300 ! 
Abaton 300 S” HP Scanjet" 
Abaton TranScribe 300° HP ScanJet Plus” 
Agfa Focus II Microtek MS II" 
Agfa S 800 GS Microtek MSF 300 C, GS, Q, Z? 
Apple Microtek MSF 400 G! 
Brother BS300 GS ! Panasonic FXRS307 
Canon IX12° Pentax SBA4301! 
Canon IX12F* Ricoh FSIS! 
Chinon DS3000 Ricoh IS 504 
Complete PC Page Scanner Ricoh IS 60° 
Dest PC Scan 2000 Ricoh RS 322 (IS 11) 
Dest PC Scan 3000 Siemens ST800 
Epson 300 C! SIG 32GS ! 
FORA IMGS11! UMAX UG80'! 
Fujitsu 3094° 
4 " Accetta ADF 
Be 1 Non perfettamente compatibile con System 7 e memoria 
paae . virtuale - possibilita di arresto anormale del sistema in pre- 
ee senza di memoria scarsa. 
ee : 2 Funziona solo con il Macintosh SE/30. 


3 Non funziona con memoria virtuale e System 7. 


4 Non compatibile attualmente con OmniPage eseguito in 
ambiente System 7. 





Riconosci... dalla finestra di dialogo Apri 


Il comando “Riconosci...” é disponible adesso sia nel 
Menu Testo che nella finestra di dialogo Apri, nei Menu 
Archivio. 


Per aprire rapidamente un file TIFF per il 
riconoscimento testo: 


1. Fate click sul bottone “TIFF”. 


2. Evidenziate il nome del file nel riquadro de 
selezione. 


3. Fate click sul bottone “Riconosci...” 


Apparira la finestra di dialogo Impostazioni Testo. 


4 800-0144-004A 
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CAERE CORPORATION 
100 Cooper Court 
Los Gatos, California 95030 
(408) 395-7000 
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Copyright © 1990 Caere Corporation 100 Cooper Ct., los Gatos, CA 95030 


CAERE® e OmniPage® sono marchi registrati e OmniDraft™, OmniSpell™, OmniProof™, e Transitional 
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Macintosh® é un marchio registrato della Apple Corporation. 


MS-DOS@® é un marchio registrato della Microsoft Corporation. 
Stampa USA 800-01 83-001A 





OmniDraft Benvenuto 


Benvenuto 


OmniDraft permette ad OmniPage di riconoscere il testo 
originato da stampanti ad aghi. OmniDraft é un programma 
disponibile con la versione 2.1 di OmniPage. OmniPage 
acquista una notevole velocita man mano che riconosce testi 
con caratteristiche simili, avendo perdé ancora dei problemi 
con il testo stampato ad aghi. Ora con OmniDral, 
OmniPage pu6é riconoscere qualsiasi documento stampato 
con ogni tipo di stampante. 


Utilizzando inoltre il correttore ortografico, OmniSpell, 
creato dalla Caere per il riconoscimento testo, potrete creare 
velocemente file di testo privi di errori. 


Come funziona OmniDraft 


Fino ad oggi é stato difficile riconoscere accuratamente il 

= testo stampato ad aghi. Con questo tipo di stampanti il 
carattere é composto da una serie di punti molto spaziati tra 
loro. A volte capita che la stampante non generi qualche 
punto oppure accade pit frequentemente che il carattere 
non sia abbastanza scuro e ben definito; cid comporta che il 
risultato del riconoscimento sia mediocre. 


Un riconoscimento corretto richiede caratteri ben definiti ed 
una risoluzione adatta. Perché OmniDraft funziona cosi 


bene? 





Benvenuto OmniDraft 


rr a ee 


OmniDraft legge |’immagine digitalizzata di un carattere e 
ne congiunge i punti. Facendo questo per ogni carattere del 
documento, OmniPage non troverd ostacoli che possano 
impedire il corretto riconoscimento del testo. Tutto awerrd in 
maniera trasparente e l’utente non noterd la differenza 
operativa di OmniPage. 


Applicazioni 


OmniDraft accetta la maggior parte dei documenti stampati 
con qualunque stampante ad aghi. Usando OmniDratt per 
digitalizzare e riconoscere il testo non avete alcun bisogno 
di registrare i documenti iniziali in formati differenti, ma 
potete creare un unico documento che li contenga tutti. In 
questo modo non solo potete gestire un file in un formato 
compatibile al vostro programma di trattamento testi, ma 
riuscirete ad occupare molto meno spazio in memoria, 
qualora i document iniziali saranno registrati dopo essere 
stati riconosciuti. 


OmniDraft é stato progettato per funzionare con qualsiasi 
risoluzione della vostra stampante ad aghi. OmniPage, 
senza OmniDraft, pud gestire documenti di buona qualita 
creati con stampanti a 24 aghi. 
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OmniDraft 


Benvenuto 


OmniDraft mette l’OmniPage in grado di riconoscere il testo 
stampato in modo schema da stampatrici matrice punti. 
Esso @ un prodotio ausiliario della Versione 2.1 ai 
OmniPage. OmniPage prowede una tremenda comodita e 
sveltezza nell’inserimento dei dati a forza di riconoscere il 
testo della maggior parte dei documenti stampati da 
stampatrici oppure della corrispondenza scritta a macchina. 
Comunaue, il riconoscimento di stampa originando da 
stampatrici matrice punti presentava problemi. Ora, con 
OmniDraft e OmniPage, potete riconoscere qualsiasi 
documento senza riguardo al tipo di stampatrice che é stata 
utilizzata! 


Inoltre, nel combinare ’utilizzazione di questi prodotti con 
OmniSpell, il verificatore ortografico speciale per il 
riconoscimento di testo fatto dalla Caere, potrete creare filze 
di testo virtualmente prive di errori rapidamente e 
precisamente. 





Benvenuto OmniDraft 
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Questo Manuale 
- Questo manuale é diviso in tre sezioni: 
Installazione 


Questa sezione descrive come installare OmniDraft sul 
vostro sistema. 


Come Usare OmniDraft 


Questa sezione descrive quando potete usare OmniDraft e 
come awiarlo dall’interno di OmniPage. 


Suggestioni Utili 


Questa sezione spiega il modo di tirare il massimo da 
OmniDraft e cosa fare se le cose non riescono come 
aspettavate. 


OmaniSpell™ 


Questa sezione speciale descrive OmniSpell, il nuovo 
verificatore ortografico della Caere (disponibile 
separatamente) ch’é progettato apposta per applicazioni del 
riconoscimento testo. 
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dello stesso documento. 





Installazione 


OmniDraft 


FST 


Installazione 


Questa sezione descrive come installare OmniDraft sul 
vostro sistema. 


Prima d’installare OmniDraft: 


Macintosh 


La Versione 2.1 o superiore di OmniPage deve essere 
installata sul vostro sistema. 


Compilate e spedite la scheda di registrazione garanzia. 
Questa vi assicurera che riceverete tutte le informazioni 
aggiornate riguardo a OmniDratt. 


Fate una copia del dischetto di OmniDraft e conservate 
l’originale al sicuro. 


Vaccine, un programma che protegge il computer da i 
virus, pud interferire con I'installazione. Prima 
d’installare un prodotto, trasportate Vaccine fuori dalla 
vostra cartella di sistema {la scrivania é un posto comodo 
per metterlo). Riawviate il computer e poi installate il 
prodotto. Dopo I’installazione, rimettete Vaccine nella 
cartella di sistema. 





OmniDroft Installazione 





Per installare OmniDraft: 


1. Aprite il file "Installazione" nel disco Programma #1 


del OmniDraft. 


La finestra di dialogo Installa apparira: 





Seleziona uno @ pie oggettl de insitailare. 


2. Evidenziate il nome del OmniDraft e fate click su 
Installa. 


La finestra di dialogo Destinazione apparira: 









Diications 
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Specifica dove vei Instaiiare i pregramma. 


3. Cambiate il Drive al vostro disco duro. 


4. Aprite la cartella OmniPage 2.1 nel riquadro di 
selezione. 


5. Fate click su OK nella finestra di dialogo 
Destinazione per cominciare |’installazione. 





Installazione OmniDraft 


» Versioni differenti di prodotti OmniPage non sono 
automaticamente compatibili. Il video vi pud chiedere 
d‘inserire dischi di prodotti gia installati. Fate click su 
Aiuto nella finestra di dialogo Installa per altre 
informazioni. 


6. Quando il messaggio "Installazione Riuscita" appare, 
fate click sul bottone Continua. La finestra di dialogo 
Installa riapparird. 


7. Fate click su Esci nella finestra di dialogo Installa. 


MS-DOS 


Il vostro pacchetto OmniDraft contiene tre dischi: 


© Il disco 1.2MB 5.25" per usare con ambo le versioni di 
OmniPage. 


© Il disco 720K 3.5" (con l’etichetta 386] per usare con 
OmniPage/386. 


¢ [I disco 720K 3.5" (con l’etichetta 286) per usare con 
OmniPage e la scheda di co-processore. 


Secondo il vostro sistema, copierete il file programma 
OmniDraftt o dal disco 5.25" solamente, o da uno dei dischi 


i is a 


cad 


Per installare OmniDraft: 


1. Fate il cambiamento al conducente id al direttorio dove 
si trova il programma OmniPage. 





OmniDraft installazione 


2. Inserite la copia del dischetto OmniDraft nell’unita 
disco A del vostro elaboratore. 


3. Se avete OmniPage/386, digitate e registrate il 
comando seguente: COPY A:DOCR.EXP 


Se avete OmniPage con scheda di co-processore, 
digitate e registrate il comando seguente: COPY 
A:DSYS.ALN 





Come Usare OmniDraft 
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OmniDraft 


Come Usare OmniDraft 


Questa sezione descrive quando e come potete usare 


OmniDraft con OmniPage. 


Selezionate OmniDraft per riconoscere il testo di documenti 
stampati in modo schema da stampatrici matrice punti. Se 
un documento é stampato in un modo di buona qualita, ed i 
caratteri sono uniformi e ben definiti, il riconoscimento pus 
essere migliore senza OmniDraft. Usate OmniPage senza 
OmniDraft per il testo stampato da stampatrici matrice punti 
di 24 spilli ed il testo stampato d’intensita condensata. 


Quando OmniDraft é installato nella vostra cartella di 
OmniPage, esso appare come opzione nella finestra di 
dialogo Impostazioni Testo. Per selezionare OmniDraft, fate 
come segue: 


1. Aprite il menu Testo. 


2. Selezionate "Leggi..." 0 "Riconosci..."_ La finestra di 
dialogo mostrata sulla seguente pagina apparira. 





OmniDraft Come Usare OmniDraf 


a le ere SS 


= Sfocumento iniziale 
Tipo Seiezione Bloccoa Orientamento 
@ Coalonne Muitipie @ Automatica @ Verticale 


© Colonna Singola/ © Manuale © Grizzontaie 
Tabelle © Nessune 


Contrasto Dimensicne Area di Lettura 


@ Normale © Lettera C) Pag. Parziale 
© scuro @ a4 C) Rifintture 


© Chiara © Legale 
C Matrice Punti 


CD Pagine Muitipie (C1 Caricatore Aut. (J Negativa 


Documento Finale 


CJ Mantieni il Formato C) Visualizza Statistiche 





3. Fate click sul bottone "Matrice Punti". 


Ci vuole qualche secondo per caricare il software 


OmniDrak. 


Quando avete finito di digitalizzare documenti stampati in 
matrice punti, deselezionate OmniDraft facendo click di 
. nuovo sul bottone "Matrice Punti." 


1} 





Suagestioni Utili OmniDraft 


Suggestion) ee 


Suggestioni Utili 


Questa sezione spiega il modo di tirare il massimo da 
OmniDraft e cosa fare se le cose non riescono come 
aspettavate. 


Come Migliorare l’Accuratezza del Riconoscimento-Testo 


Ci sono due modi di migliorare l’accuratezza del 
riconoscimento-testo di OmniDraft. Prima, usate le 
Impostazioni di Luminosita nella finestra di dialogo 
Impostazioni Testo. 


Luminosita 





Schiarire Scurire 


Siccome i caratteri dei documenti in modo schema spesso 
appariscono sottili e spezzati, regolate |'impostazione di 
Luminosita a "Scurire." Durante il riconoscimento, osservate 
la Finestra Carattere per valutare |’impostazione adatta del 
Luminosita. Per ottenere una vista ancora pil accurata 
dell’immagine digitalizzata prima del riconoscimento, 
selezionate "Pagina Parziale con Rifinitura." Consultate il 
vostro Manuale Utente di OmniPage per una descrizioné piv 
completa di questo processo. 
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OmniDraft Suggestioni Utili 


Secondo, potete forse migliorare il riconoscimento 

installando un nastro nuovo nella stampatrice che usate per 
. stampare i documenti che riconoscete. Un nastro ben 

inchiostrato producerd caratteri uniformi e ben definiti. 


Eliminazione dei Problemi 
i! bottone di selezione OmniDraft é in grigio 


OmniDraft non é correttamente installato. Rifate il 
procedimento d’installazione descritto in questo manuale 
usando il dischetto originale di OmniDratt. 


Troppi errori 


Accertate che i caratteri sono distinti e leggibili. | nastri 
delle stampatrici sono spesso vecchi e secchi; appena 
lasciano una impressione. Se un documento é illeggibile 
per voi, pud essere difficile leggerlo anche per OmniDraft. 


Consultate I’Appendice B del Manuale Utente di OmniPage 
per informazioni riguardo al miglioramento dell’accuratezza 
del riconoscimento-testo. 


Troppi errori con documenti regolari 


OmniDraft é progettato solamente per i documenti stampati 
in modo schema da stampatrici dot-matrix. Con altri Api di 
documenti, assicurate che OmniDraft é deselezionato. 
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OmniSpell OmniDraft 


OmniSpell 


OmniSpell permette ad OmniPage di produrre rapidamente 
documenti privi di errori utilizzando |’Editore di Transizione 
di OmniPage. OmniSpell é un correttore ortogratico 
progettato specificatamente per applicazioni di 
riconoscimento testo e completamente compatibile con la 
versione 2.1 di OmniPage. Ora, con OmniSpell ed 
OmniPage, potete correggere automaticamente il maggior 
numero di errori di riconoscimento e creare accurati file di 
testo. Inoltre, la combinazione di OmniSpell con OmniDratt, 
é ideale per il riconoscimento di documenti creati con 
stampanti ad aghi perché potrete avere rapidamente un file 
di testo privo di errori. 


Come Funziona OmniSpell 


OmniPage compie un sorprendente lavoro per riconoscere il 
testo. Capita a volte, perd, che i caratteri siano macchiati o 
stampati male che aumentano la percentuale di errore. Per 
esempio, una "e" pud diventare una"c", oppure una "h" 
pud essere riconosciuta come una "n". Ora questi errori 
possono essere trovati e corretti nell’ Editore di Transizione 
grazie ad OmniSpell. 


OmniSpell verifica ogni parola del documento con un 

dizionario di 370.000 parole. Se il termine cercato non é 

contenuto nel dizionario, OmniSpell propone una lista di ! 
parole che possibili. Questa lista di suggerimenti é creata | 
sulla base di errori probabili di riconoscimento testo. Per | 
esempio, riconosce che |’errore ortografico in una certa : 





OmniDraft OmniSpell 


parola é dovuto alla lettura di una "c" al posto di una "e", 
cosa che capita spesso nella digitalizzazione di un carattere. 


| correttori ortografici nei programmi di trattamento testo 
producono liste di parole alternative basandosi su errori 
probabili dovuti all’inserimento da tastiera, invece OmniSpell 
crea la lista di suggerimenti basandosi sul testo riconosciuto 
verificando cosi l’ortografia di un documento. Infatti, con il 
modo "Controllo Ortografico Automatico", OmniSpell sostituira 
cutomaticamente tutte le parole errate contenute nel documento 
con le parole alternative probabilmente corrette. 


OmniSpell possiede un dizionario di 370.000 parole e dei 
dizionari supplementari che contengono termini legali e 
medici utili per verificare documenti tecnici. Sono disponibili 
inoltre dizionari supplementari per correggere testi compost 
in una delle seguenti lingue straniere: 


GaauiG Dizionario di 
Danese 165.000 parole 
Olandese 161.000 parole 
Francese 480.000 parole 
Tedesco 317.000 parole 
ltaliano 370.000 parole 
Norvegese 145.000 parole 
Spagnolo 737.000 parole 
Svedese 175.000 parole 
Inglese 100.000 parole 


lS 





OmniSpell OmniDraft 


Usare OmniSpell 


Una volta installato, OmniSpell é selezionabile dal Ment 
Composizione; Scegliendo "Controlla Ortografia" apparira 
la finestra di dialogo quando OmniSpell trova una parola 
ignota. 


"Controlla Ortografia" verifica tutto il testo che sitrova dopo 
il cursore oppure verifica il testo evidenziato. Quando 
OmniSpell incontra una parola che non é contenuta nel 
dizionario, la parola ignota appare evidenziata nel 
tiquadro di dialogo. Una lista di parole suggerite appare sul 
lato sinistro del riquadro. 


Facendo doppio click su un parola suggerita, OmniSpell 
sostituira automaticamente la parola ignota con la parola 
suggerita, potendo anche aggiungerla all’interno del 
dizionario. 


Utilizzando il comande "Controllo Ortografico Automatico", 
OmniSpell sosituira autoamticamente tutte le parole ignote 
con la parola che ha la massima probabilita di essere 
corretta. 
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OmniProof 


OmniProof, disponibile separatamente, é un altro prodotto 
utilizzabile con la versione 2.1 di OmniPage. OmniProof é 
uno strumento indispensabile per redattori, inserizionisti, 
awocati, yomini d’affari, scrittori, programmatori e 
chiunque lavori con differenti versioni dello stesso 
documento. 


OmniProof trova le differenze tra due versioni dello stesso 
documento. Comparandoli, OmniProof trova le correzioni, 
le cancellature, le sostituzioni e le altre modifiche apportate 
ai documenti. Scoprirete presto che OmniProof é uno 
strumento flessibile che offre differenti modi per controllare le 
variazioni di contenuto. 


Come Funziona OmniProof 


La "Finestra di Paragone" di OmniProof vi permette di avere 
una comparazione istantanea.L'utente sara in grado di 
notare le modifiche poiché sullo schermo, i documenti 
vengono visualizzati fianco a fianco. 


¢ L’aspetto del documento composto incorporera il testo 
originale e le nuove modifiche opportunamente indicate. 


¢ {Il "Sommario Composito" genera automaticamente una 
lista di tutte le modifiche apparse nei due documenti. 
Insieme ad esse saranno memorizzate la posizione ed 
una breve descrizione di ogni modifica. 
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OmniProof OmniDroft 


I a 


¢ | comandi "Stampa" e "Registra" permettono di 
mantenere le informazioni di paragone de! documento 
- originale oppure di fare delle copie per la tiratura. 


Applicazioni 


Per creare un documento perfetto non basta essere molto 
esigenti, ma é importante anche saper trarre protitto da tutti 
i consigli di ogni lettore. OmniProof vi assicura che i buoni 
suggerimenti, le notizie e le correzioni fatte dai lettori di 
bozze contribueranno alla stesura finale del documento. | 
redattori possono essere sicuri che OmniProof troverd le 
modifiche fatte. Gli awvocati ed i professionisti possono 
correggere dei lunghi documenti legali in pochi minut, 
risparmiando ore al personale. Ogni documento circolante 
in varie versioni, come un rapporto commerciale, un 
documento governativo o delle specifiche tecniche, pud 
essere perfezionato pit velocemente con OmniProof. 
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testo. Inoltre, la combinazione di OmniSpell con 
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numero di errori d 


OmniDraft™, é ideale per il riconoscimento di documenti 
creati con stampanti ad aghi perché potrete avere 


rapidamente un file di testo privo d 


i} errori. 





Benvenuto OmniSpell 
Questo Manuale 
: Questo manuale é diviso in quattro sezioni. 
installazione 


Questa sezione descrive come installare OmniSpell sul 
vostro sistema e descrive in breve come funziona OmniSpell. 


Come Usare OmniSpell 


Questa sezione descrive come usare le varie fattezze di 


OmniSpell. 
OmniDraft 


Questa sezione speciale descrive OmniDraf, il nuovo 
prodotto ausiliario dalla Caere (disponibile separatamente] 
che mette OmniPage in grado di riconoscere testo stampato 
in modo schema da stampatrici dot-matrix. 


OmniProof™ 


Questa sezione speciale descrive OmniProof, il nuovo 
prodotto ausiliario dalla Caere (disponibile separatamente] 
che vi permette d’identificare le differenze tra due versioni 
dello stesso documento. 





OmniSpell Installazione 


Iinstallazione 


Questa sezione descrive come installare OmniSpell su! 
vostro sistema. 


Prima d’installare OmniSpell: 


Macintosh 


UattenSpreth be 


Selezionate uno 8 pid articoll de installers. 





La Versione 2.1 0 superiore di OmniPage deve essere 
installata sul vostro sistema. 


Compilate e spedite la scheda di registrazione garanzia. 
Questa vi assicurerd che riceverete tutte le informazioni 
aggiornate riguardo a OmniDraft. 


Fate una copia del dischetto di OmniDraft e conservate 
‘originale al sicuro. 


Vaccine, un programma che protegge il computer da i 
virus, puo interferire con I’installazione. Prima 
d’installare un prodotto, trasportate Vaccine fuori dalla 
vostra cartella di sistema (la scrivania é un posto comodo 
per metterlo). Riawiate il computer e poi installate il 
prodotto. Dopo I'installazione, rimettete Vaccine nella 
cartella di sistema. 


1. Aprite il file "Installazione" nel disco Programma #1 


del OmniSpell. 


La finestra di dialogo Installa apparira. 





Installazione ‘ OmniSpell 


2. Evidenziate il nome del OmniSpell e fate click su Installa. 


aa eo" A = La finestra di dialogo Destinazione apparira. 
| 


3. Cambiate il Drive al vostro disco duro. 


4 
‘a 


| seccnen seve wet wsteae programme 4. Aprite la cartella OmniPage 2.1 nel riquadro di 
selezione. 





5. Fate click su OK nella finestra di dialogo 
Destinazione per cominciare |’installazione. 


» Versioni differenti di prodotti OmniPage non sono 
automaticamente compatibili. Il video vi pud chiedere 
d‘inserire dischi di prodotti gid installati. Fate click su 
Aiuto nella finestra di dialogo Installa per altre 
informazioni. 


6. Quando il messaggio "Installazione Riuscita" appare, 
fate click sul bottone Continua. La finestra di dialogo 
Installa riapparird. 


7. Fate click su Esci nella finestra di dialogo Installa. 


MS-DOS 
Per installare OmniSpell: 


1. Inserite nell’unita disco A la copia del disco Program 


#1. 


2. Scrivete A: INSTALL e premete Enter. 





OmniSpell Installazione 
Come Funziona OmniSpell 


OmniPage compie un sorprendente lavoro per riconoscere i 
testo. Capita a volte, perd, che i caratteri siano macchiati o 
stampati male che aumentano la percentuaie di errore. Per 
esempio, una "e" pud diventare una"c", oppure una "h" 
pud essere riconosciuta come una "n". Ora questi errori 
possono essere trovati e corretti nell’ Editore di Transizione 


grazie ad OmniSpell. 


OmniSpell verifica ogni parola del documento con un 
dizionario di 370.000 parole. Se il termine cercato non é 
contenuto nel dizionario, OmniSpell propone una lista di 
parole che possibili. Questa lista di suggerimenti é creata 
sulla base di errori probabili di riconoscimento testo. Per 
esempio, riconosce che l’errore ortografico in una certa 
parola é dovuto alla lettura di una "c" al posto di una “e", 
cosa che capita spesso nella digitalizzazione di un carattere. 


| correttori ortografici nei programmi di trattamento testo 
producono liste di parole alternative basandosi su errori 
probabili dovuti all‘inserimento da tastiera, invece OmniSpell 
crea la lista di suggerimenti basandosi sul testo riconosciuto 
verificando cosi ‘ortografia di un documento. Infatti, con il 
modo "Controllo Ortografico Automatico", OmniSpell sostituira 
automaticamente tutte le parole errate contenute nel documento 
con le parole alternative probabilmente corrette. 


OmniSpell possiede un dizionario di 370.000 parole e dei 
dizionari supplementari che contengono termini legali e 
medici utili per verificare documenti tecnici. Sono disponibili 





nstallazione OmniSpell 


inoltre dizionari supplementari per correggere testi composti 
in una delle seguenti lingue straniere: 


Danese 165,000 
Olandese 161,000 
Francese 480,000 
Tedesco 317,000 
Italiano 370,000 
Norvegese 145,000 
Spagnolo 737,000 
Svedese 175,000 
Inglese UK 100,000 





OmniSpeil Come Usare OmniSpell 


Come Usare OmniSpell 


Questa sezione descrive come usare le varie fattezze di 
OmniSpell che funzionano neil’Editore di Transizione. 


Per usare OmniSpell: 


Anzitutto, decidete quale parte del documento ne volete 
verificare |’ortografia. 


¢ Se il cursore non é stato inserito nel testo, OmniSpell 
verificherd il documento intero. 


¢ Se il cursore é inserito nel testo, OmniSpell verifichera 
tutto il testo che seguisce il cursore. 


e Se una zona di testo é evidenziata, OmniSpell 
verificherd il testo evidenziato. 


Secondo, richiamate il ment Revisione di OmniPage. 


Nel mend Revisione potete selezionare le funzioni seguenti 
di OmniSpell: 

¢ Controllo Ortografico... 

© Controllo Ortografico Automatico... 


¢ Componi Dizionario... 


¢ Seleziona Dizionario... 





Come Usare OmniSpell OmniSpell 


Nel mend Parametri, potete stabilire le selezioni standard 
del Dizionario ed impostare |‘Controllo Ortogratico 
Automatico a funzionare su tutti i documenti che riconoscete. 


Controllo Ortografico... 


"Controllo Ortografico.." controlla le parole nel vostro 
documento e vi permette di sostituire, aggiungere, oppure 
ignorare parole ignote. Potete utilizzare diversi dizionari 
usando le funzioni "Componi Dizionario" e "Seleziona 
Dizionario" che sono descritte dopo della sezione "Controllo 
Ortografico Automatico" in questo manuale. 


Quando selezionate "Controllo Ortografico," OmniSpell 
comincerd la verificazione della filza usando le impostazioni 
standard del dizionario. Queste impostazioni sono 
accessibili nel mend Parametri. Quando una parola ignota 
& incontrata, la seguente finestra di dialogo apparira: 


Controilo Ortografico 


ee Parole Suggerite: 
Parola Sconasciuta: 


Aggtangl 


Sejeziona Oizionario... 


scrivete A: OPSETUP e pramete 





Il riquadro presenta la parola ignota, una lista di sostituzioni 
suggerite, e diversi opzioni. Finché la parola ignota € 
evidenziata, il dattilografare vuotera il riquadro di parola 





OmniSpell Come Usare OmniSpell 


ignota e registrera qualunque caratteri che dattilografate. 
Se inserite il cursore spostando la lancetta del mouse e 
facendo click, il dattilografare inserira qualunque caratteri 
che dattilografate. 


"Controllo Ortografico" pud incontrare una parola della 
quale il riconoscimento di testo é indeciso. La parola sara 
messa nella lista di Parole Sospetti invece della lista di 
Parole Ignote. Le vostre opzioni all’interno di "Ortografia" 
saranno le stesse. Nelle istruzioni che sequono, tanto le 
parole sospetti quanto le parole ignote sono chiamate 
parole “ignote." 


» Per sostituire una parola ignota nel documento con una 
parola dalla lista di Parole Suggerite, dovete o fare un 
doppio click sulla parola suggerita o evidenziare la 
parola suggerita e fare click su OK. 


Aggiungi 


Fare click sul bottone "aggiungi" permette all’Ortografia di 
sostituire la parola ignota nel documento con il contenuto 
del riquadro di parola ignota. Se il riquadro di parola 
ignota é invariato, il documento non sara alterato. La 
parola sara aggiunta al vostro dizionario personale. Potete 
aggiungere e cancellare le parole nel dizionario personale 
con la funzione "Seleziona Dizionario." Questo dizionario 
supplementare é sempre attivo. 





Come Usare OmniSpell OmniSpell 


OK 

_ Fare click sul bottone "OK" permette a OmniSpell di ; 
aggiungere la parola che si trova nel riquadro "Parola . 
Ignota" a un dizionario temporaneo. Questo dizionario é 


attivo finché chiudiate il documento o cambiate dizionario. 
U'Ortografia ignorera la parola quando ricapita e continuera 
con gli altri errori. 


Fare click sul bottone "OK" quando una parola suggerita é 
evidenziata permette a OmniSpell di sostituire la parola 
ignota nel testo con la parola suggerita. L'Ortogratia poi 
continuera con gli altri errori. 


Sostituisci 


Fare click sul bottone "Sostituisci" permette all’Ortografia di 
sostituire la parola nel documento con la parola nel riquadro 
Ignota. Se il testo nel riquadro é invariato, il documento 
sara invariato. La parola non sara aggiunta né al 
dizionario temporaneo né a quello personale. L’Ortografia 
continuera con gli altri errori, compreso la parola ignota 
corrente quando ricapita. 


Annulla/Fatto 


Fare click sul bottone “annulla" terminera la funzione 
*Controllo Ortografico." Se il documento é stato alterato, la 
arola "Fatto" soppianterda la parola "Annulla" nel bottone. 

p pp p 
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OmniSpell Come Usare OmniSpell 
Controllo Ortografico Automatico... 


"Controllo Ortografico Automatico" verifica 
automaticamente gli errori ortografici e sostituisce le parole 
ignote con parole che hanno una grande probabilita di 
essere corrette. OmniSpell determina le parole di 
sostituzione calcolando errori probabili nel riconoscimento 
del testo. Potete riconoscere un documento, usare Controllo 
Ortografico Automatico, e finire con una filza di testo quasi 
priva di errori. Qualsiasi errori rimangano saranno errori di 
sostituzione, non errori di "parole sciocche" nel 
riconoscimento-testo. 


Per verificare automaticamente l’ortografia di ogni 
documento che riconoscete con OmniPage, selezionate 
"Controllo Ortografico Automatico" nel ment Parametri. 
Un‘ indizio apparird quando Controllo Ortografico 
Automatico é |’impostazione standard. 


Per usare saltuariamente |'Controllo Ortografico Automatico, 
prima scegliete un punto d’inserzione nel documento. Poi 
selezionate "Controllo Ortografico Automatico" nel ment 
Composizione. La seguente finestra di dialogo apparira: 


Carrezione Automatice 





Come Usare OmniSpell OmniSpell 


Per ignorare le opzioni ortografiche {consultate "Seleziona 
Dizionario"), fate click sul riquadro "Ignora Abbreviazioni, 
ecc.". Quando questo riquadro é indicato, le abbreviazioni, 
le sigle, e i nomi propri non saranno alterati. Consultate la 
sezione "Seleziona Dizionario" di questo manuale per una 
spiegazione delle opzioni ortografiche invocate dal 
riquadro "Ignora Abbreviazioni, ecc." 


Per cominciare "Controllo Ortografico Automatico", fate 
click sul bottone "Comincia." 


Mentre Controllo Ortografico Automatico verifica il 
documento, la finestra di dialogo mostra la pagina che 
verifica correntemente, il numero di parole che sono state 
sostituite, e il numero complessivo di parole verificate. 


Controllo Ortografico Automatico marca invisibilmente ogni 
parola che é stata soppiantata. Per controllare le parole di 
sostituzione, potete far funzionare la fattezza "Controllo 
Ortografico." Questa fattezza si fermera su ogni parola 
soppiantata da Controllo Ortogratico Automatico e vi 
permettera di verificare la parola nel contesto del 
documento. 
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OmniSpell Come Usare OmniSpell 


Componi Dizionario... 


La funzione "Componi Dizionario" vi permette di comporre il 
vostro dizionario personale. Potete creare una lista 
personalizzata che include il vostro gergo professionale. La 
finestra di dialogo "Componi Dizionario" é mostrata qui: 


Affermatosi 
RutoSpell Dizionario Uiente 


a 
mouse pact 


nell 
Omaidreft ; 


OmniP age Aggiungi 
OmniProof 


Omnispelt (elimina ) 


Publishing 





Per fare apparire una parola nel riquadro di parola, potete 
o dattilografare la parola o evidenziarla nel riquadro di 
lista. Poi avrete le opzioni seguenti: 


Aggiungi 


Fate click su "Aggiungi" per aggiungere la parola nel 
riquadro di parola al vostro dizionario personale. 


importa 


"Importa" vi permette di aggiungere le parole in una faza di 
testo al vostro dizionario personale. Per esempio, é 
possibile che volete aggiungere termini tecnici da un 
documento particolare. Quando selezionate "Importa", una 
finestra di dialogo apparira suggerendovi un nome di filza. 
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Come Usare OmniSpell OmniSpell 


| programma esaminerd la filza di testo, ne scartera le 
parole che sono gid nel dizionario principale, e 
aggiungera le parole che rimangono al vostro dizionario 
personale. 


La filza di testo importata pud essere qualsiasi documento o 
lista di parole che sia nel formato ASCII. Il maggior numero 
di programmi di trattamento testi possono convertire una 
filza in formato ASCII; consultate la documentazione del 
vostro programma. 


Esporta 


"Esporta" vi permette di preservare il vostro dizionario 
personale come filza di testo. Quando selezionate 
"Esporta", una finestra di dialogo apparird suggerendovi un 
nome di filza e una destinazione. Potrete usare la filza di 
testo da altri dizionari o conservarla per usarla ulteriormente 
in OmniSpell. 


Libera 


"libera" cancella tutte le parole nel vostro dizionario 
personale, Se selezionate "Libera", un riquadro di 
awertimento apparira, domandandovi se siete sicuri di voler 
cancellare tutto il contenuto della filza. 


e e 
Elimina 


Fate click su "Elimina" per cancellare la parola nel riquadro 
di parola dal vostro dizionario personale. Cancellate alcuni 
parole evidenziandole nel riquadro di lista (usate la 





OmniSpell Come Usare OmniSpell 


combinazione del tasto delle maiuscole - click} e fate click su 
"Elimina." 


» Potete aggiungere tutte le parole da un documento 
particolare al vostro dizionario personale, o preservare 
la vostra lista di parole come filza di testo usando le 
fattezze “"Importa" e "Esporta." 


Annulla 


La fattezza "annulla” vi permette di uscire dalla funzione 
"Seleziona Dizionario." 


15 
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Seleziona Dizionario... 


La finestra di dialogo "Seleziona Dizionario" é mostrata qui: 


Seiaziona jl Dizionario 
Dizionario Principaie: 


(J ignore Abbreviazioni 


CJ ignore Acronimi 
CJ Ignore Nomi Proopri 


Dizionario Utente: 


bizionarie Utente Creare Dizionario... 





| dizionari in lingue straniere che sono installati sul vostro 
sistema appariscono nel riquadro di selezione. Questi 
dizionari sono disponibili dal vostro distributore locale della 
SIA. 


Per aggiungere delle parole al dizionario corrente, 
consultate la sezione "Componi Dizionario" di questo 
manuale. 


Opzioni Ortografiche 


Potete selezionare alcuni opzioni ortografiche che 
cambieranno il modo nel quale OmniSpell seleziona le 
parole "ignote." 


Ignora Abbreviazioni: OmniSpell ignorera una lettera 
maiuscola seguita da tre o meno lettere basse e un punto 
fermo (per esempio, Mss., Cal., ecc.] 
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Ignora Acronimi: OmniSpell ignorera parole di quattro o 
meno caratteri scritte interamente in lettere maiuscole (per 


esempio, HUD, USDA, ecc.} 


Ignora Nomi Propri: OmniSpell ignorera una parola che 
non inizia una frase ma incomincia con una lettera 
maiuscola ( per esempio, Lui vide Giovanna gettare...} 


Per fissare le impostazioni del dizionario standard, 
selezionate "Imposta Dizionario Standard..." nel ment 
Parametri. 
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OmniDraft 


OmniDraft mette ‘OmniPage in grado di riconoscere il testo 
stampato in modo schema da stampatrici dot-matrix. Esso é 
un prodotto ausiliario della Versione 2.1 di OmniPage. 
OmniPage prowede una tremenda comodita e sveltezza 
nell’inserimento dei dati a forza di riconoscere il testo della 
maggior parte dei documenti stampati da stampatrici 
oppure della corrispondenza scritta a macchina. 
Comunque, i! riconoscimento di stampa originando da 
stampatrici dot-matrix presentava problemi. Ora, con 
OmniDraft e OmniPage, potete riconoscere qualsiasi 
documento senza riguardo al tipo di stampatrice che é stata 
utilizzatal 


Inoltre, nel combinare I’utilizzazione di questi prodotti con 
OmniSpell, il verificatore ortografico speciale per i 
riconoscimento di testo fatto dalla Caere, potrete creare filze 
di testo virtualmente prive di errori rapidamente e 
precisamente. 


Come Funziona OmniDraft 


Finché ora, @ stato difficile riconoscere accuratamente il testo 
stampato in modo schema da stampatrici dot-matrix. Questi 
" stampatrici producono caratteri col stampare una serie di 
puntini. C’é molto spazio fra i puntini che formano un 
carattere. Talvolta la stampatrice manca di stampare 
qualche puntino, e spesso il nastro della stampatrice non é 





OmniSpell OmniDraft 


colpito abbastanza bene e i puntini non vengono scuri e ben 
definiti. {I risultato & una risoluzione mediocre dei caratteri. 


Un riconoscimento esato di testo richiede caratteri ben 
definiti con una risoluzione di buona qualité. Allora, com’é 
che OmniDraft funziona cosi bene? 


OmniDraft semplicemente prende I’immagine digitalizzata 
di un carattere e ne “connette i puntini" nell’elaboratore. 
Uimmagine che ne risulta € poi accuratamente riconosciuto 
come carattere di testo. Tutto questo lavoro accade 
all’interno di OmniPage; all’utente non c’é differenza che 
usare OmniPage con un documento regolare. 


Applicazioni 


OmniDraft riconosce il testo nella maggior parte dei 
documenti stampati da stampatrici dot-matrix di poco 
prezzo. Nell’usare OmniDraft per digitalizzare e 
riconoscere questi documenti in modo schema, povete 

: comodamente compilare i dati. Non c’é bisogno di 
collezionare filze di documenti originali in formati filze 
differenti da dischi di misure diverse. Voi combinate un 
documento riconoscendo i stampati in modo schema e 
registrando i risultati nel formato filza del vostro proprio 
programma di trattamento testi. 


OmniDraft é disegnato per funzionare con qualsiasi 
rendimento dot-matrix stampato in modo schema. 
OmniPage senza di OmniDraft pud maneggiare i stampati 
di buona qualita e pure il rendimento di stampatrici con 24 
spilli. 





OmniDraft OmniSpell 
Modo d’Usare OmniDraft 


(one nena pe 2 eer AR 


“ Una volta che l’avete installato, OmniDraft é disponibile con 
il selezionare del bottone "Matrice-Punti" nella finestra di 
dialogo Impostazioni Modo Testo. 


Documento {niziale 
Tipo Selezione Biocco Grientamento 


® Coalonne Multiple @ Automatica @ verticale ; 


© Colonna Singola/ © Manuele © Orizzontale 
Tabelile © Nessuna 


Contrasto Dlmensione Area di Lettura 
@ Normale © Lettera (CD Pag. Parziate 


© Scure @ A4 C) Rifiniture 
© Chiaro © Legale 


OO Matrice Punti 
OD Pagine Muitipie OD Caricatore Aut. DC Negative 


Documento Finale 
C0 Mantieni i! Formato Ci visualizza Statistiche 





La finestra di dialogo Impostazioni 


Modo Testo appare quando selezionate "Leggi..." 0 
: "Riconosci..." nel menw Testo, o quando selezionate 
"Imposta Testo..." nel mend Parametri. 


oA ae te a ll RE Ae n= 


ee eR rene mime 
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OmniProof 


OmniProof, disponibile separatamente, é un‘altro prodotto 
ausiliario della Versione 2.1 di OmniPage. OmniProof é 
uno strumento indispensabile per redattori, inserzionisti, 
awocati, vomini d’affari, scrittori di contratti, 
programmatori, e chiunque lavori con versioni vari dello 
stesso documento. OmniProof identifica le differenze tra due 
versioni dello stesso documento. Esso accoppia due filze 
dal programma di gestione testi e trova tutte le aggiunte, le 
cancellazioni, le sostituzioni, i dati rimessi e altre 
modificazioni. E uno strumento flessibile che offre alcune 
maniere di analizzare le modificazioni nei documenti 
corretti. 


Come Funziona OmniProof 


La "Finestra di Paragone" esclusiva di OmniProof vi da una 
comparazione instantaneo di documenti fianco a fianco 
sullo schermo, con le aggiunte, le cancellazioni, le 
sostituzioni, i dati rimessi, e anche cambiamenti di font 
mostrati chiaramente. Una volta che le differenze sono state 
scoperte, la collezione ineguagliata di fattezze di 
OmniProof vi da la capacita di generare una varieta di 


rapporti. 


© La fattezza "Documento Composito" incorpora il testo 
originale e le nuove modificazioni in un’ unica filza, con 
le revisioni chiaramente indicati. 
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OmniProof OmniSpell 


¢ il "Sommario Composito" genera automaticamente una 
lista di tutte le modificazioni nei due documenti. Nota la 
7 locazione di ogni modificazione insieme con una 
descrizione breve. 


¢ Le fattezze "Stampa" e "Registra" vi permettono di 
registrare informazioni di paragone al documento 
originale o di fare copie per la tiratura. 


Applicazioni 


Creare un documento perfetto vuol dire essere molto 
esigente nei particolari e prendere il massimo beneficio da i 
commenti di ogni lettore. OmniProof vi assicura che le 
buone suggestioni, i fatti nuovi, e le correzioni da i lettori di 
bozze arrivano allo schema finale. | redattori possono stare 
sicuri che OmniProof accerterd che le alterazioni richiesti 
sono state fatte. Gli awocati ed i direttori di contratti 
possono correggere dei lunghi documenti legali in pochi 
minuti, risparmiando ore innumerevole per il personale. 
Ogni documento ch’é messo in circolazione in vari schemi, 
da rapporti di commercio a documenti del governo a 
specificazioni tecniche, pud essere perfezionato pil presto 
con OmniProof. 


Pas 
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OmniPage Version 1.1 for the Macintosh™ 


The enclosed diskette will enable you to update your 
version of OmniPage to Version 1.1. 


To install the update, make a backup copy of the 
enclosed diskette. Then copy all the contents of the 
backup copy to your hard disk OmniPage 
application folder. You may then throw away the 
OmniPage 1.0 icon. 


This update features: 


Text-recognition Accuracy and Contrast Settings 
The Character Window 
Scanner Interface Dialog Box 


Expanded Scanner Support 
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Text-recognition Accuracy and Contrast Settings 
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Text-recognition accuracy is greatly affected by 
differences in paper quality, print quality, and 
scanner peculiarities. By using the OmniPage 
Contrast Settings, you can ensure the highest 
accuracy of text recognition with all kinds of 
documents: newsprint, glossy paper, thickly inked, 
etc. The Contrast Setting is the most important 
means you have to affect the accuracy of an 
OmniPage translation. 


Without Contrast Setting Adjustment 


The following picture shows a lower-case "e" printed 
on glossy paper as it might appear to OmniPage. 


&> 


Notice the thin horizontal line in the middle. Is this 
character an “e" or a"c"? It may be hard for 
OmniPage to tell. ° 


With Contrast Setting Adjustment 


The following picture shows the same character, as 
it appears to OmniPage, when the Contrast Setting 
‘n Scanner Settings is set to "Darken." 


= 





OmniPage will always read this character as an "e." 


As you can see, adjusting contrast settings is vital to 
accurate text recognition. To help you gauge how to 
adjust contrast settings, OmniPage has both a new 
feature and a useful technique: 


e The Character Window 


e Scan Area - Partial Page & Fine Adjust Settings 
with Actual Size 


The Character Window 





The Character Window displays sample characters 
from the scanned document while the 
text-recognition process takes place. It provides a 
close-up look at characters as OmniPage sees them. 
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The Character Window 








The Character Window During the Text-recognition 
Process 
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3. Select any other settings that are appropriate 
for your document and click OK. 


The document will be scanned. 


4. When prompted, select an area to be 
recognized and click OK. 


The area to be recognized will appear in reduced 
resolution in the left window and enlarged in 
the right portion of the screen. 


5. Select Actual Size in the Zoom menu. 


You'll now be able to see each dot that the 
scanner has sent to the computer, as in the 
following example. 


’ @ File fat Tent Image Zoom Personalize Befeuits 12:24 > 
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Scanned Document with Scan Area - Partial Page & Fine 
Adjust Settings with Actual Size 


As with the Character Window, if you see characters 
that are spotty and broken, set the Contrast setting 
to "Darken." If you see characters that are smudged 
and overlapping other characters, set the Contrast 
setting to "Lighten." 
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Expanded Scanner Support 


In addition to the scanners listed in the Owner’s 
Manual, OmniPage now directly supports the 
following scanners: 


DEST* PC Scan, PC Scan Plus, 1000 Series, 
2000 Series 
HP ScanJet Plus 


MICROTEK MS300A, C MSF300A, C, G, GS, Q, QS 
MSF400GS, Q, QS 


* Check with DEST for the correct driver version. 


Seanning Legal-size Documents with the HP ScanJet 


To scan legal-size documents with the HP ScanJet or 
ScanJet Plus scanners, you must use an automatic 
document feeder (ADF). If you select "Legal size" as 
the Input Document Layout setting in the Text Mode 
Settings dialog box, and an ADF is not attached to 
the scanner, the document will not be scanned. 


We hope OmniPage is very productive for you. If you have any problems, 
questions, or suggestions for further enhancements, please call our 
support line at (800) 535-SCAN. Thank you for purchasing OmniPage. 
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OmniPage Version 1.1 for the Macintosh™ 
Addenda to the Owner’s Manual 


The following additions and enhancements should 
be incorporated into the OmniPage Owner's 
Manual. 


This addenda includes: 


e Setup Notes 

e Text-recognition Accuracy and Contrast Settings 
e Corrections 

e New Features 

e Helpful Hints 


Setup Notes 


pL 


The recommended system software files for both the 
Macintosh SE (with or without Accelerator card) and 
the Macintosh II are System 4.2 and Finder 5.0 (or 
later versions). 


Note: Before using OmniPage, set the RAM cache in 
the System Control Panel to "On" with the minimum 
setting of 32K. Also, avoid background printing 
while using OmniPage, as printer operation may be 
interrupted. 


RAM Cache A me 
Off 





The System Control Panel RAM Cache Setting 
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Text-recognition Accuracy and Contrast Settings 
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Text-recognition accuracy is greatly affected by 
differences in paper quality, print quality, and 
scanner peculiarities. By using the OmniPage 
Contrast Settings, you can ensure the highest 
accuracy of text recognition with all kinds of 
documents: newsprint, glossy paper, thickly inked, 
etc. The Contrast Setting is the most important 
means you have to affect the accuracy of an 
OmniPage translation. 


Without Contrast Setting Adjustment 


The following picture shows a lower-case "e" printed 
on glossy paper as it might appear to OmniPage. 


> 


Notice the thin horizontal line in the middle. Is this 


character an “e" or a "c? It may be hard for 
OmniPage to tell. 


With Contrast Setting Adjustment 


The following picture shows the same character, as 
it appears to OmniPage, when the Contrast Setting 
in Scanner Settings is set to "Darken." 


© 


OmniPage will always read this character as an “e." 


¢ 


As you can see, adjusting contrast settings ts vital to 
accurate text recognition. To help you gauge how to 
adjust contrast settings, OmniPage has both a new 
feature and a useful technique: 


e The Character Window 


e Scan Area Partial Page/Fine Adjust Setting 
with Actual Size 


The Character Window 
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The Character Window displays sample characters 
from the scanned document while the 
text-recognition process takes place. It provides a 
close-up look at characters as OmniPage sees them. 
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The Character Window 


The Character Window During the Text-recognition 
Process 
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If the window shows characters that are spotty and 
broken, do the following: 


1. 
2. 
3. 


4, 


Cancel the text-recognition process. 
Select Scanner Settings in the Text menu. 
Set the Contrast setting to "Darken." 


Re-scan the document. 


If the window shows characters that are smudged or 
overlapping each other, follow the above procedure 
but change the Contrast setting to "Lighten." 


The Character Window can be closed but will 
re-appear during the next text-recognition phase. 


Sean Area Partial Page/Fine Adjust Setting 
with Actual Size 


The following technique enables you to see 
characters in a document as OmniPage sees them: 
in full dot-for-dot resolution. 


1. 
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Select Text Scan in the Text menu. 
The Text Mode Settings menu will appear. 


Select the Partial Page and Fine Adjust - Yes 
settings under "Scan Area." 


. Select any other settings that are appropriate 
for your document and click OK. 


The document will be scanned. 


. When prompted, select an area to be 
recognized and click OK. 


The area to be recognized will appear in reduced 
resolution in the left window and enlarged in 
the right portion of the screen. 


_ Select Actual Size in the Zoom menu. 
You'll now be able to see each dot that the 


scanner has sent to the computer, as in the 
following example. 


* @ File Eurt Tent image Zoom Personalize Befauits 
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Scanned Document with Partial Page/Actual Size Settings 


As with the Character Window, if you see characters 
that are spotty and broken, set the Contrast setting 
to "Darken." If you see characters that are smudged 
and overlapping other characters, set the Contrast 


setting to “Lighten.” 
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Corrections 


System Requirements Page P-4 


Undo 


New Features 


Page 6 


The reference to System 4.2 and Finder 5.3 Is 
incorrect. The correct entry is System 4.2 and Finder 
5.0 (or later). These are the recommended system 
software files for both the Macintosh SE (with or 
without Accelerator card) and the Macintosh Il. 


The Undo feature is disabled in this release of 
OmniPage. It will be implemented in a future 
version. 


Expanded Scanner Support 


In addition to the scanners listed in the owner’s 
Manual, OmniPage now supports the following 
scanners: 


DEST* PC Scan, PC Scan Plus, 1000 Series, 
2000 Series 


MICROTEK MS300A, C MSF300A, C, G, GS, Q, QS 
MSF400GS, Q, QS 


* Check with DEST for the correct driver version. 


Scanner Interface Dialog Box 


When you first install OmniPage, or when you 
change or add a scanner, you must use the Scanner 
Interface dialog box to indicate the type of scanner 
you are using and its SCSI ID number. 


The box will appear when you first install 

OmniPage. Thereafter, when you select Scanner... 
in the Defaults Menu, a sub-menu will appear. From 
this sub-menu, you may select either Settings..., to 
adjust default scanner settings, or Interface..., to 
indicate the default scanner interface setting. 


Please select your scanner model and scst (0! 


Scanner Model 
[A,] 
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The Scanner Interface Dialog Box 


To set your scanner interface, highlight the 
appropriate scanner model in the selection window. 
Then select the appropriate SCSI ID number from 
the six SCSI ID: buttons and click on OK. 


Page 7 


File Formats 


In addition to the file formats listed in the Owner’s 
Manual, OmniPage will create "ASCII no <CR>" 
and "Excel Compatible" file formats. "ASCII" file 
formats have carriage returns at the end of each 
line. "ASCII no <CR>" file formats have carriage 
returns only at the end of each paragraph. 


Excel Spreadsheet Format 


Tent mode settings: 


ai Formats 


ian 
pacti no <CR> 
MacWrite 
tHcek compatibie 
| | 
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To create a file that can be transferred directly to a 

Microsoft Excel spreadsheet, use the following 

settings in the Text Mode Settings dialog box: 
"Excel Compatible" as the file format 


"Financial Form" as the input page layout 


When the file is loaded into the Excel program, a 
spreadsheet will appear with all columns in place. 


Multiple Pages with Manual Galley or Partial Page 
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When using the Multiple Pages setting in 
conjunction with Manual Galley and/or Partial Page, 
the setting for the first page will apply to all 
subsequent pages. This is useful when working with 
forms; simply define the block or area on the form 
to be entered into the file. 


Helpful Hints 


eS 


Statistics 


When Statistics (page 2-10) is selected, the 
statistical information appears at the end of the text 
(output) file. This information becomes part of the 
text file; you will probably want to delete it before 
using the file. 


Disk Space in Image Mode 


Editing an image file takes time, because OmniPage 
works with a 1.2MB temporary full-resolution image 
file. A file created in Image Mode requires a full 
1.2MB of disk space when it is saved. Although the 
process is slow, this method ensures the highest 
possible accuracy in processing scanned documents. 


Editing after Saving 


A text file created in OmniPage can be edited with a 
word-processing application only after you exit 
OmniPage. Once saved, text files cannot be 
re-opened in OmniPage. 
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Glossy Paper 


If your document is printed on glossy paper and you 
are getting a lot of errors in your text file, try 
selecting the "Darken" Contrast Setting in the 
Scanner Settings dialog box. If recognition is still 
difficult, copy the document onto plain paper and 
scan the copy. This procedure will improve 
text-recognition accuracy significantly. 


PageMaker® Files 


Text mode settings: 





© Oefault 
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When scanning documents to be used in Aldus 
PageMaker, select the MacWrite file format in the 
Text Mode Settings dialog box. After you exit 
OmniPage, you must edit the file in MacWrite or a 
MacWrite compatible word processor and then 
import the file into PageMaker. 


You may also use the "ASCII no <CR>" file format 
and import the file directly into PageMaker after you 
exit OmniPage. 


Scanning Legal-size Documents with the HP ScanJet 


To scan legal-size documents with the HP ScanJet or 
ScanJet Plus scanners, you must use an automatic 
document feeder (ADF). If you select "Legal size" as 
the Input Document Layout setting in the Text Mode 
Settings dialog box, and an ADF is not attached to 
the scanner, the document will not be scanned. 


We hope OmniPage is very productive for you. lf you have any problems, 
questions, or suggestions for further enhancements, please call our 
support line at (800) 535-SCAN. Thank you for purchasing OmniPage. 
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PREFACE 
Before You Begin 


OmniPage represents a breakthrough in OCR {Optical Character 
Recognition) technology. It is actually the first true "Page Recognition" 
product for personal computers. OmniPage will "recognize" virtually 
any scanned page, separate text from graphics, and convert almost any 
font to ASCII format, for editing within the convenient OmniPage 
Transitional Editor™ or your favorite word processor. Its speed and 
accuracy are unmatched by current technology. No longer are 
Macintosh users tied to a keyboard for data entry; now virtually any 
document can be entered, edited, saved and printed in far less time 


than previously possible. 


Welcome 


To OmniPage 


But isn't that already simple, you ask? Don't page scanners operate 
something like a copy machine, simply transferring the page into the 
computer? Not exactly. You see, a scanner translates its "view" of the 
page into a "bit-mapped” image, by dividing up the page into millions 
of dots or "bits" (usually from 40,000 to 90,000 per square inch). lt 
then assigns a value to each dot, depending upon whether it is inked or 
blank, The composite document that is stored in your computer is made 
up of the "map" of these dots, hence the name, "bitmap". This bit- 
mapped image is like a finished photograph or painting--the only way 
to change it is to draw or paint over it. The bits are fixed, uneditable. 


A Word About 


Scanned Images 


Text characters, on the other hand, are made up of codes assigned to 
each letter, number or symbol. While there are various different code 
sets in use, the most common code set is the ASCII (pronounced ASK-ee) 
table of character equivalents. ASCII stands for the American Standard 
Code for Information Interchange, and is in such popular usage that it is 
generally recognized as the universal code for small computers. Almost 
every word processing, database management, and spreadsheet 
program, indeed, almost every program that makes use of text and/or 
numbers, "understands" ASCII. Since each character is assigned a 
separate code (corresponding to the keys on the keyboard), the text is 
fully available for editing. : 
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Welcome To OmniPage 


The conversion of the bit-map to ASCII code is a much more 
monumental task than might first be imagined. Picture for a moment all 
the myriad typestyles, sizes, slants and stylistic variations that exist in the 
billions and trillions of documents in the world. 


This text is readable by OmniPage 
This text is readable by OmniPage 


This text is readable by OmniPage 
This text is readable by 


Thais text. 15 readabie 


This text is read 


This text 


Examples Of Readable Fonts 
Exhibit P-1 

It might seem simple, since we humans have been recognizing text for 
most of our lives, but to the computer it is no easy feat. Thus, current 
OCR technology is severely limited in its ability to convert scanned 
images to text code. Because most such software has been based on a 
matrix-matching scheme (like fitting the square peg into the square 
hole), the least little variations in character size, shape or design are 
enough to cause errors. For example, a typical OCR program might be 
limited to 10- or 12-point Courier or Elite typefaces only, and then only 
from certain typewriters or printers. There is enough variation even 
within these supposedly standardized typefaces to cause these OCR 
programs difficulties. 
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Welcome To OmniPage 


Other limitations of existing software have included: the inability to 
separate columns of text on the poge, difficulty differentiating between 
text and graphics, and the {lack of) speed with which they have 
operated. In general, OCR products have been impractical on the 
personal computer, until now. 


OmniPage represents the first in a new class of software, called "page 
recognition” programs, capable of reading any document into the 
personal computer and conveniently converting it to almost any file 
format, quickly, accurately and inexpensively. OmniPage augments 
desktop publishing systems by solving the input side of the Desktop 
Publishing (DTP) equation, just as PageMaker™ or Quark XPress™ and 
the Apple LaserWriter™ solve the output side. It extends the 
compatibility of computers, taking the universal medium of paper and 
allowing it to be read by MS-DOS, Macintosh SE or Macintosh Il 
computers. You can choose your favorite word-processor format, or 
export your document in ASCII format to your spreadsheet, graphics, 
database, or communications programs. 


OmniPage is a productivity tool that includes the ability, by using 
program options, to read virtually any document, with any page layout, 
using existing scanner technology. It also includes the ability to capture 
and save image files (bitmaps) from scanners and to recognize line art 
images saved in Uncompressed TIFF (a common graphic standard) 
format. 


Scanner resolutions are user-selectable, and the image data can be 
stored in either TIFF or uncompressed format. 


To run OmniPage, you will need either an Apple Macintosh Il or 
Macintosh SE. If your Macintosh SE lacks an accelerator card with a 
68020 processor, you must send your OmniPage Diskette, with the 
enclosed coupon, to Caere for a free Macintosh SE version of the 
program. Either system requires disk capacity of at least 20 MB and 
minimum memory of 4MB RAM. OmniPage supports the Apple Scanner 


System 
Requirements 
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OmniPage Basics 


and the Hewlett-Packard HP ScanJet, as well as any Macintosh- 


compatible scanner capable of producing uncompressed TIFF files. 


OmniPage requires System files with the version numbers in Exhibit P-2, 


or higher. 
Computer System Finder 


Macintosh SE System 4.2 Finder 5.3 
Macintosh Il System 4.2 Finder 5.3 
System File Versions 
Exhibit P-2 
You should make backup copies of your OmniPage diskettes. Once you 
ave done so, put the originals away in a safe place, and use the 
copies as your working disks. 


Copy your OmniPage diskettes now, before you do anything else. If you 
are not sure how to copy diskettes, see the owner's guide that came with 
your computer. 


This manual assumes you have already read and are familiar with your 
computer's owner's guide. Before you use OmniPage, you should know 
how to: 


¢ Use the mouse: point, click, and drag 
¢ Control pull-down menus 

¢ Open applications and documents 

¢ Do simple editing: cut, copy and paste 
e Use the Finder 


These subjects are covered in detail in the guide that came with your 
Macintosh computer. While these terms are listed and covered in the 
Glossary for this manual, there is no substitute for the information to be 
found in the owner's guide. If you are not familiar with these tasks, refer 
to the manual that came with your computer before proceeding with 
OmniPage. 
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What You Need To Know 


Menu Command Many of the menu commands in OmniPage have corresponding 
Keyboard keyboard equivalents, employed by holding down the Command key on 
Equivalents the keyboard and simultaneously typing another character. (This 


operation is similar to using the shift key on a typewriter.) For example, 
to Save your file, hold down the Command key, and type the letter S. 
This task is referred to as Command-S. You will note that these 
commands appear on the pull-down menus opposite the command 
name. 


For continuity, OmniPage lists the actual menu commands in this manual 
and its how-to sections. A complete list of all keyboard equivalents for 
OmniPage is included in the Command Reference section in the "10 
Minutes To QuickScan" pamphlet. 


OmniPage: The OmniPage package includes the following: 
, ¢ OmniPage Owner's Manual 

What's © Service & Support Pamphlet 

In The Box © "10 Minutes To QuickScan" Pamphlet 


e Diskette Envelope 
- OmniPage Program 
- OmniPage Tutorial Diskette 
- Warranty Registration Card 


In the event that any of the above is missing or defective, immediately 
contact your dealer for replacement. 


If you have not already read "10 Minutes To QuickScan" and the 
"Service & Support" pamphlets, please read them now. Please take the 
time to fill in the warranty registration card and to send it to Caere 
Corporation today. Once registered, you are granted access to Caere's 
Extended Customer Support via the Support Hotline. 
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Where To Go For More Information } 


The OmniPage Command Reference section of the "10 Minutes To 
QuickScan" pamphlet is designed to assist you in finding information 
quickly once you have learned the major features of OmniPage. ( 


This User Manual provides the full "How-To" descriptions for OmniPage _—t 
features and functions. Look for these visual cues throughout this 
manual: 


v Text set off in this manner presents sidelights or 
interesting pieces of information. 
Bold Text set off in boldfaced type is considered very 
important operational information. 
Chapter Each chapter is organized as a module covering a complete topic. 


Descriptions 
Chapter 1, "Getting Started," shows how to install OmniPage on your 
system and describes the OmniPage Tutorial. 


OmniPage features, functions, defaults and options are covered in 
Chapter 2, "How To Use OmniPage." It also tells how to use 
"QuickScan," OmniPage's one-button feature for optimum ease of use. 


Chapter 3, "OmniPage Hands-On," lays out the steps for using 
OmniPage to scan, recognize and edit text, to scan and save images, 
and to recognize the text later. 


In Chapter 4, "Sample Business Scenarios," you will find four fictional 


examples employing OmniPage, illustrating applications of its various 
features as employed at "A. B. Fictitious." 
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Chapter Descriptions 


The four examples are: 


e Legal Department: Revising a Lease Contract 

Corporate Communications: Developing an Internal Newilenet 
Engineering Department: Create & Update Technical Manuals 
Sales Department: Assembling & Creating A Sales Catalog 


Glossary All major terms used in discussing the features, functions and operations 
of OmniPage are contained in the Glossary. 
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Installing 
OmniPage On 
Your Hard Disk 
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CHAPTER 1 
Getting Started 


Using OmniPage on a hard disk system is not difficult. 


Hard Disk Set Up. This section assumes your hard disk is already set up 
with the appropriate system software (see Exhibit P-2). If not, see the 
owner's guide that came with your computer (and/or hard disk) for 
specific instructions. 


1. Start your computer as you normally would. 

2. Insert the diskette labelled OmniPage into your disk drive. 

3. Copy the OmniPage program to your hard disk. 

4. Eject the OmniPage diskette. 
OmniPage is now installed on your hard disk and ready to go. To start 
the program, highlight the OmniPage Program icon, and open it by 
double clicking or choosing Open from the File menu. 
To use the OmniPage Tutorial, you must have Hypercard installed on 
your system. If you have not already done so, review the installation 


instructions that came with Hypercard, and copy it to your disk drive 
now. 


Once you have launched the OmniPage Tutorial you need only click the 
mouse button once to invoke any particular function. 


After the title screen, the Introduction screen will appear as shown in 


Exhibit 1-1. Each of the buttons at the bottom of the screen opens a new 


area of the tutorial . 
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OmniPage Tutorial Introduction Screen 


Exhibit I-1 





How To Use The Intro button displays the Introduction screen as shown 
The OmniPage Exhibits: 
Tutorial 


© The Tutorial Overview illustrates how the OmniPage Tutorial 
works. 


¢ The OmniPage Overview explains what the program is 
intended to do and how it may be put to creative use. 


¢ The Requirements section tells you what system software and 
hardware is necessary to use OmniPage. 


~ To return to the Introduction screen, simply click on the Intro button. 
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OmniPage Tutorial 


The Usage button allows you to review: 


¢ The Sample Scenarios section, which includes four examples of 
how hypothetical business problems can be solved, using 
OmniPage. 


© The Guided Tour, which includes a tour of all major features 
and functions of OmniPage. It is a guided, simulated 
demonstration that steps through OmniPage operations. 


© Other Features describes special OmniPage screen editing 
utilities. 


To return to the first screen of the Usage section, simply click on the 


Usage button. 


The Menus button displays the OmniPage menubar. Click on any of the 
menu headings for a full description of the menu and its contents. 


e By selecting Image, for example, you will see a screen that 
explains the image commands, "Scan..., QuickScan, and 


Scanner Settings..." 


° Selecting one of the Image commands from the sub-menu then 
brings to screen an explanation of that command. 


© Each of the other menus operates in a similar manner. 


To return to the main Menubar, simply click on the Menus button. 
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OmniPage Tutorial 


The Glossary button allows you to display a scrollable and alphabetical 
listing of terms used within OmniPage. 


e For a more complete listing of terms, see the Glossary at the 
back of this manual. 


To return to the Glossary from any definition, simply click on the 
Glossary button, and the last term accessed will be shown on the 
screen, 

The Index button allows you to display an alphabetical listing of all 
major screens and OmniPage functions contained within the OmniPage 


Tutorial. 


© Touse the Index, scroll up or down, select any item of interest, 
and the screen on which it appears will be displayed. 


To return to the Index, simply click on the Index button. 
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CHAPTER 2 
How To Use OmniPage 


The Text OmniPage is designed to provide a high level of sophistication in 
scanning documents, while remaining simple to use. The text- 
recognition program works in three stages; first, the document is 
scanned as a bit-mapped image, next it is "recognized" (text separated 
from graphic elements and converted to ASCII characters), and finally it 
is displayed in the Transitional Editor for any necessary cleanup. It is 
possible to scan pages and save them for later recognition, or to 
complete the process in one session. Thus, if you have a number of 
documents to scan, you can do so and save them for later recognition, 
freeing the scanner for other users. 


Recognition 
Process 


OmniPage helps you to maintain columnar integrity in two important 
ways. First, you can save either "multiple" text columns or "financial" 
(decimal) columns. Second, the Manual Galley option allows you fo set 
the sequence by which blocks are entered into the Transitional Editor. 
This is a very useful feature, especially when working with articles 
divided across columns and pages. 


Dealing 
Wra Columns 


Quality Of As with any photo-optic system, the quality of the original has a lot to 

The Original do with the quality of the result. It should be obvious that an original or 
first copy will be better suited for scanning than a tenth-generation copy. 
If the only original available, however, is a poor copy, it is sometimes 
possible to improve the quality of a copy before scanning. 


vy If the document is lacking contrast, or appears too gray, Iry 
making an ultra-light copy, and then gradually darker copies, 
to eliminate some of the gray. On the other hand, if the copy 
has text that appears readable to you, but is too light to be 
picked up by your scanner, then try making a slightly darker 
copy before scanning. 
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Quality Of The Original 


OmniPage allows you to change the contrast of the scanner, using the 
"Scanner Settings..." command in the Text , Image or Default menus. 


In the same way that the best quality original will achieve the best 
scanned image, the scanner's glass screen must be kept free of 
smudges, dust and fingerprints for optimum results. OmniPage is 
capable of achieving 100% accuracy in recognizing text, yet with a 
smudged screen, this becomes far less likely. If you find that with a 
relatively good quality original, you are not achieving adequate results, 
it is time to pull out the rubbing alcohol or glass cleaner and clean the 
screen. 


Cleaning 
Your Scanner 


¢ Be sure to follow the scanner manufacturer's recommendations 
in this process. 


Pre-Set OmniPage is shipped with pre-set defaults that you can change at any 
OmniPage time. These defaults direct OmniPage to operate in a certain way. 
Defaults 


¢ Options that you change from either the Text or Image menus 
can be saved as personalized sets which are then readily 
available the next time you need them. 


Default The following settings are pre-set within OmniPage. You may change 


Seanner Settings them at any time by selecting "Scanner..." under the Defaults menu. 


Function Setting 

Resolution 300 dpi 
Tone Line art 
Contrast Normal 
Data Type Normal 
Document Size Letter 


2-2. Chapter 2 





ie PQDILIDY » DO. 
< a tO y >») 545 DD “Sy ; 
_) > - 2) > i fees } > fa8 wtih ee. - 
—_ 










Pre-Set OmniPage Defaults 


Text-set You may change the following pre-set default settings at any time by 
Defaults selecting "Text-set..." under the Defaults menu. 

Function Setting 

File Formats ASCII 

Statistics No 

Output Page Layout Auto Galley 

Scan Area Full Page 

Fine Adjust No 

Document Single Page 

Input Page Layout Multiple Columns 


You may change the following pre-set default settings at any time by 


Image-set 
Defaults selecting "Image-set..." under the Defaults menu. 
Function Setting 
File Formats TIFF 
Scan Area Full Page 
Fine Adjust No 
Documents Single 


It is possible to customize OmniPage by setting your defaults. Once you 
do so, your defaults will remain in place until you change them again or 
select Reset which reverts to the preset (factory) defaults, shown above. 
This is helpful if you have a particular style of document that you need 
to scan frequently. For further discussion of default settings, see the 
discussion under the heading, "OmniPage Settings," later in this 
chapter. 
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How To Use QuickScan 


Scanning Text Once you have installed OmniPage and connected your scanner, open 

Using OmniPage the OmniPage program. When the OmniPage logo appears, strike any 

Default Settings key, and the "QuickScan" screen will appear. QuickScan gives you one- 
button Image and Text scanning, using OmniPage default settings. All 
you need to do is turn on your scanner, insert your document, and select 
Text Scan or Image Scan. 


Selecting Text Scan causes the program to scan and recognize your 
document according to the preset defaults. The scanner will first scan the 
image and paint it to screen. Then the text recognition program takes 
over, strips out any graphics and reads each block of text. Finally, your 
text will appear on screen in the Transitional Editor. Although the 
program is remarkably accurate, when it does encounter a character it 
cannot recognize, it assigns the tilde (~)} symbol. Use the Find and 
Replace features under the Text menu to clean up any errors. 


Choosing Image Scan will cause the program to scan your page and 
display the bitmapped image on screen, according to the default 
settings. You may then save the document for later text recognition, or 
choose "Recognize..." under the Text menu immediately. With the 
scanned image on screen, you can also cut/copy any portion of the 
page (text or graphics) to paste into another program or into the 
Scrapbook. 


If your document requires changes to the default settings, choose Main 
Screen, OmniPage gives you wide flexibility to scan text or images 
through the options available by selecting "Scan..." from either the Text 
or Image menu. Option settings available include Auto Paste-Up, 
Manual or Auto Galley, Partial Page (best when combined with Scan 
Area Fine Adjust), Multiple Pages and Single or Multiple Columns. All 
of these features are described in Chapter 3. QuickScan can be directly 
invoked from the Text menu or the Image menu, or by typing its 
keyboard command equivalents. 


Main Sereen 
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Transitional Editor 


Editing Text Once you have scanned and recognized your document , you can edit 
its contents. If you wish to retain character attributes from the original, 
such as Bold and Underline, you must select the MacWrite file format, 
and give up the clear, cut and paste functions within the Transitional 
Editor. These functions have been disabled to protect you from 
accidentally removing control codes from the file. This does not present 
a significant problem, however, since you can edit the file in MacWrite 
or any compatible word processor. 


in ASCII format, you can Cut, Copy, Paste, and Clear text. OmniPage 
also has powerful search and replace tools which allow you to quickly 
modify documents for inclusion in other applications. This is 
accomplished by adding "delimiters" (special characters that tell a 
program how to divide a file into fields, columns or cells.) 


Typically, editing will start with a search for errors in the text file. 
OmniPage places a tilde (~) symbol in the file wherever it finds an 
unrecognizable character. By using Find and Find Same, you can 
quickly move through your file and replace the tilde symbols with the 
correct characters. If you are uncertain of a given character, simply refer 
to the original document. 


Sometimes it is necessary to correct "Pilot Errors." Some blocks of text 
end up out of the original sequence, due to the order that columns are 
read in Auto Paste-Up or Auto Galley. These errors can be corrected in 
two ways: use cut and paste procedures (with ASCII file format) or set 
Output Page Layout to Manual Galley and rescan the document. 


It is wise to check the file with one of the many excellent spelling 
checkers available on the market, since OmniPage substitutes best-guess 
characters for those it has trouble deciphering. Recognition problems 
= have a variety of causes--the letters are kerned too closely together, the 
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Recognizing Text From Image Files 


original document is poor-quality, or the scanner screen has been 
smudged. 


If you have scanned a document using the Image Scan command on the 
QuickScan screen, you can recognize it now or save the file for later 
recognition or use in a graphics environment. To recognize the file, 
select Recognize... or QuickRecognize from the Text menu. 
QuickRecognize will operate as QuickScan does, using the preset 
defaults. Select Recognize... to choose recognition options manually. 
You may save the file as you would any Macintosh file. For further 
details, refer to Chapter 3, "OmniPage Hands-On ." 


Oftentimes, you will want to save a particular group of text, image 
and/or scanner settings. For example, you may frequently need to scan 
single-column business letters, thus, you would want to have the Single 
Column setting as a default. Or you may frequently need to scan multi- 
column trade journal articles, so you would want to use the Multiple 
Columns default. 


So, OmniPage lets you save personalized command sets on disk. If you 
change any of the default settings in the process of using OmniPage, 
you can save them through the dialog box that is automatically 
displayed when you save your document. Such personalized command 
sets can then be selected with the View and Load commands in the 
Personalize menu. 


Selecting a command set with the Load command automatically begins 
the scanning process. The View command is used to review personal 
defaults saved under a particular filename. View becomes particularly 
useful when you cannot remember the exact filename for a group of 
settings. Refer to the section on Personalized Command Settings at the 
end of this chapter. 
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OmniPage Settings 


OmniPage provides three major groups of settings which allow 
flexibility in operating the program. Scanner settings control the direct 
operation of the connected scanner. Text mode settings direct the way in 
which the program scans and recognizes text in a document. Image 
mode settings control the scanning of a document as a bit'mapped 
image. 


Scanner settings can be changed in the Text menu, the Image menu, 
ond in the Defaults menu. Scanner settings can also be seen in the View 
dialog box under the Personalize menu. In each instance, the dialog 
box in Exhibit 2-1 is displayed. 


Scanner Settings 


The Scanner Settings dialog box is divided into five major sections: 
Resolution, Tone, Contrast, Data Type, and Document (Doc} Size. It also 
‘acludes selection buttons for "Current" and "Default." If you change 
any of the settings, OmniPage automatically highlights the "Current" 
button. If you select the "Default" button, all scanner settings revert fo 
the defaults. 


Scanner Settings: 


Resolution Tone Contrast 


@ 300 dpi @ Line art @© Normat 
Q 240 dpi © Halftone Fatting © Darken 
© 200 dpi QO Halftone Bayer © Lighten 


Data type Doc size 
@ Default © Current 


@® Norma! @ Letter 
© Mirror © Legal 


© tnvert © Card 





S Scanner Settings Dialog Box 


Exhibit 2-1 
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Scanner Settings 


The Resolution setting controls the input from your scanner in dots per 
inch (200, 240 or 300 dpi.) In almost all cases, you will want to use the 
default 300 dpi setting. A possible exception could be large bold text or 
high-contrast line art images in which lower resolution will not adversely 
affect detail. While images scanned at lower resolution require less 
storage capacity, they may not provide adequate resolution for 
successful text recognition. 


Tone sets the way the scanner "sees" the image. Line Art is used in both 
Text and Image modes, while half-tone settings are disabled in Text 
mode Use Line Art when the image you are scanning is black on a 
white background with no shades of gray; it is automatically set in Text 
mode. Halftone Bayer is recommended for images where resolution is 
more important than contrast. Halftone Fatting is used primarily for 
images that are continuous tone, like photographs, since it yields good 
contrast and good resolution. These settings are discussed in Chapter 3. 


Y Text recognition cannot be performed on images scanned in 
halftone modes. 


Contrast is used to control the amount of gray picked up in an image, 
whether line-art or halftone. It can be likened to setting the contrast for 
darker or lighter brightness on a photocopier. In combination with the 
Tone setting, you can significantly improve the quality of scanned 
images. 


Data Types include: Invert (white type on a black background), Mirror 
{to reverse an image horizontally), and Normal (the default). Mirror 
image only acts on images and thus is disabled in Text mode. 


Document Size allows you to match OmniPage and your scanner with 
the size of document you are going to scan: Letter for 8 1/2" x 11", 
Legal for 8 1/2" x 14", or Card size for 3" x 5" index cards. 
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Text Mode Settings 


When you have finished selecting the scanner settings that are 
appropriate for your needs, select OK. 


The manner in which OmniPage scans and recognizes text from 
documents can be controlled by the settings within the Text Mode 
Settings dialog box. Text mode settings can be accessed through the 
Text menu (Scan... and Recognize...), and in the Defaults menu; they 
can also be seen via the View command in the Personalize menu. In 
each instance, the dialog box in Exhibit 2-2 is displayed. 


Text Mode Settings: 
@ No 


Statistics: 


© Yes 


Fite Formats: Butput 


Page Layout: © fluto Paste-Up 


O Manual Gatley 
@ Auto Galley 


@ Full Page 
© Partial Page 
© Ves @® No 


@ Single Page 
© Multiple Pages 


Scan Area: 


Scan Area 
Fine Adjust: 


Documents: 


Input 
Page Layout: 


© Default 


[ok _) 


O Current 


© Single Columa 
@ Multiple Columns 
© Financtal Form 





Text Mode Settings Dialog Box 
Exhibit 2-2 
The Text Mode Settings dialog box includes controls for File Formats, 
Statistics, Output Page Layout, Scan Area, Scan Area Fine Adjust, 
Documents, and Input Page Layout (see Exhibit 2-2). 


File Formats determine the output format for your recognized text. 
OmniPage currently supports MacWrite and ASCII formats. To save your 
text for use with electronic spreadsheets, database packages, or other 
word processors, use ASCII format. 
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Text Mode Settings 


Statisties The Statistics setting, when selected, provides a total character count, 
the number of unrecognized characters and the percentage of 
recognition. Any unrecognized characters will be marked in the text by 
the use of the tilde (~) character. You can use Find and Replace edit 
commands to correct these errors. 


Output You are given three choices for Output Page Layout. Auto Paste-Up, 
Page Layout Manual Galley and Auto Galley. These settings control the use of "text 
blocks," which are sections of text separated by white space. 

e Auto Paste-Up provides you with a what you see is what you 
get (WYSIWYG) output, meaning that the text entered into the 
Transitional Editor follows the same sequencing as the text 
blocks on the recognized page, including multi-column formats. 
Since neither MacWrite nor ASCII includes control codes for 
columns, Auto Paste-Up should only be used with single column 
documents. 


© Manual Galley allows you to determine the order or sequence 
of text blocks or columns as they are scanned, and further 
allows you to combine blocks when you wish. It is especially 
useful with multi-column documents. 


© Auto Galley reads text blocks sequentially and creates a single- 
column output text file. It differs from Auto Paste-Up in that it 
does not insert control codes to maintain columnar integrity. 
Use it for single or multiple column documents in which the text 
flows sequentially without interruption. 


Scan Area offers two choices: Full or Partial Page. Use Full Page when 
you wish to scan and recognize the entire page. Partial Page allows 
- you to select a single rectangular portion of the page to recognize. 


Sean Area 
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Text Mode Settings 


Scan Area Scan Area Fine Adjust allows you to zoom in and adjust a Partial Page 
Fine Adjust selection for fine detail, e.g., when you have text that abuts closely to a 
graphic element. 


Single & Multiple The Documents settings allow you to combine text from several pages 
Page Documents into a single output file. Choose Single if you have only one page to 
recognize and Multiple if you wish to scan several pages into one file. 
Input Page Layout refers to the arrangement of columnns on the source 
document. Choose Single Column for pages that consist of text in only 
one column, Multiple Columns for those with more than one column of 
text, and Financial Form for spreadsheet-style layouts with columns of 
numerical information. Financial Form maintains the integrity of the 
decimal tabs for you as well as the column layout. 


Input 
Page Layout 


When you change settings, you will note that the Current button is 
automatically highlighted. To revert to the defaults, simply click Default. 


Vv In the Defaults menu, Text-set dialog box, the two buttons read 
Default and Reset. Use Reset to revert the text mode settings to 
the Pre-Set OmniPage Defaults. 


Once you have made all of your selections, clicking OK completes the 
text mode selection process. If you click Cancel, the operation terminates 
and the new settings are ignored. 


OmniPage first scans every document as an image (bitmap) file. It is 
then possible to recognize text immediately (Text/Scan...}, to review the 
Settin image le.g., for alignment in the scanner) and then recognize text 

adel (Text/Recognize...) or to save all or a portion of the scanned image for 
future use (Image/Scan...). 


OmniPage 
image Mode 
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The Image Mode Settings 
dialog box is accessed by 
selecting Sean... from the 
Image menu. 


File Formats 


Sean Area 
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Image Mode Settings 


The Image Mode Settings dialog box includes controls for File Formats, 
Scan Area, Scan Area Fine Adjust, and Documents (see Exhibit 2-3.) 


tmage mode settings: 
File Formats Scan frea: @ Full Page 
© Partial page 


@ TIFF 


© Uncompressed Scan area O Yes 
Fine adjust: © No 





@ Default OcCurrent Documents: © Multiple 


@ Single 





Image Mode Settings Dialog Box 
Exhibit 2-3 


File Formats determine the output format for your scanned image. 
OmniPage currently supports both TIFF and Uncompressed. 


Choose TIFF to create a Tagged Image Format File, an industry standard 
allowing integration with popular graphics and desktop publishing 
programs. Select Uncompressed if the application to which you plan to 
export the image does not support TIFF. 


VY Generally TIFF is used to save images, but it can also be used 
to save textual information as a bit-mapped image. 


Scan Area offers two choices: Full or Partial Page. Use Full Page when 
you wish to scan the entire page. Partial Page allows you to select a 
single rectangular portion of the page to save. 
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Image Mode Settings 


Scan Area Scan Area Fine Adjust allows you to zoom-in and adjust a Partial Page 
Fine Adjust selection for fine detail, e.g., when you have a graphic that abuts 
closely to a text element. 


Single & Multiple — The Documents settings allow you to combine images from several 
Page Documents pages into a single output file. Choose Single if you have only one page 
to save and Multiple if you wish to scan several pages into one file. 


When you change settings, you will note that the Current button is 
automatically highlighted. To revert to the defaults, simply click Default. 


vIn the Defaults menu, Image-set dialog box, the two buttons 
read Default and Reset. Use Reset fo revert fo the Pre-Set 
OmniPage Defaults. 


Once you have made all of your selections, clicking OK completes the 
Image mode selection process. IF you click Cancel, the operation 
terminates and the new settings are deleted. 


OmniPage default settings are accessed through the Defaults menu. 
Selecting Scanner..., Text-set... or Image-set... displays the appropriate 
dialog box. Changing the settings and clicking OK saves them to disk as 
the new defaults. Thus, if you have standard styles of documents that 
the Peeser OmuiPage: OU 8S" frequently, it is possible to customize OmniPage to 
Defaults are accessed accommodate your needs. To revert to the Pre-Set OmniPage Defaults, 


through the Defaults click Reset. 
menu. 


Defaults 
Scanner... 
Text-set... 

Iimage-set... 
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Personalize 





The Personalize menu 
grants access to the Load 
command and to the View 
command dialog box. 
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Personalized Command Settings 


In addition to the ability to save one standard style of defaults, 
OmniPage allows you to save personalized settings for frequent usage. 
These settings are saved with distinctive filenames (that you assign), and 
are used by selecting the Load command from the Personalize menu. 
Personalized command sets are loaded and are then available for the 
current session. They must be reloaded for a new session or if another 
set has been loaded in their place. 


If you have changed any settings in the process of performing a Text or 
Image scan, when you save the file a dialog box appears asking 
whether or not you wish to save your command settings as a 
Personalized file , as shown in Exhibit 2-4. 


(¢ GE Edit Text Image Zoom Personalize Defaults 


OmniPage Test Bench 
CC) CANCEL 


(File Remains Displayed On Screen) 


Save A Personalized Commend Set ? 


Sale Personalized Command Set Prompt 


Exhibit 2-4 
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Personalized Command Settings 


Create A When you click OK, you will be prompted for a Command-Set 
filename, as shown in Exhibit 2-5. Each Command-set includes all 
current settings at the time it is created, including Scanner, Image 
Mode, and Text Mode settings. The dimensions of any Partial Page 
selection and the type of scan last performed are also included. 


Personalized 
Command Set 


canes Gas K>} cMacScanner 


& Personal Commands Folder 


Save Command-set as: 





Save Command Set Dialog Box 
Exhibit 2-5 
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Personalized Command Settings 


Once you have saved one or more Personalized Command-sets, you 
can Load or View them from the Personalize menu. Choosing Load 
brings to screen the dialog box shown in Exhibit 2-6. Loading one of 
the Personalized Command-sets displayed in the dialog box will 
"immediately" execute the scan described by that command-set. Load 
thus works just like a personalized QuickScan. 


& Personal Commands Folder 


[) Financial Form Command Set 
() Newsletter Set 
Dy Technical Drawings Set 


D) The Night-Shift 





Load Command-set Dialog Box 


Exhibit 2-6 


Sometimes you may have difficulty remembering what settings are 
contained in a particular command:-set. The View command provides a 
complete review, stepping through the following screens. 
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Personalized Command Settings 


The View command dialog box (see Exhibit 2-7). Select the command- 
set to view, and click the View button or press Return. 


& Personal Commands Folder 


D) Financia! Form Command Set 
[) Newsletter Set 
D) Technical Drawings Set 


D) The Night-Stitt 





View Command Dialog Box 
Exhibit 2-7 
The Scan-Type dialog box (see Exhibit 2-8) describes the type of scan 
that will be performed upon executing the Load command, it matches 
the type of operation performed when the set was created. It also 
prompts you to Continue or Cancel. 
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Personalized 


Command-Set Type Is: 


Please Press To 
View AH Settings 





Scan-Type Dialog Box 
Exhibit 2-8 


The Scanner Settings dialog box (see Exhibit 2-1) displays its settings. 


Vv All dialog box settings are disabled, except OK and Cancel -- 
this series of displays is for information only. 


Click OK to continue. If the saved command-set was created by a Text 
Scan, then the Text Mode Settings dialog box (see Exhibit 2-2) appears. 
If Partial Page was selected, a Partial Page Settings Display will appear, 
as shown in Exhibit 2-9, providing the dimensions of the area selected 
during the scan performed prior to saving the command-set. 
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Personalized Command Settings 


If the command-set was created on an Image Scan, the Image Mode 
Settings Dialog box (see Exhibit 2-3} will appear in place of the Text 
Mode Settings screen above, and if Partial Page was selected, then 
Exhibit 2-9 will appear. By this sequence of screens you will be able to 


review all settings for any saved Command:set. 
Defaults 


é File Edit Text Image Zoom Personalize 
—— 
ESSSS_==== 


OmniPage Test Bench 




















(1) CANCEL 


Partial Page Setting 


Top: 3.0 Inches 
Bottom: 1.0 Inch 
Left: 2.0 Inches 


Right: 0.5 Inches 


Partial Page Setting Display 


Exhibit 2-9 
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CHAPTER 3 
OmniPage Hands-On 


There are three basic ways to recognize text with OmniPage: 


1. The use of QuickScan is covered in Chapter 2; it is best used 
when the default settings match the document parameters. 


2. Choose Scan... from the Text menu, to change settings in the 
Text Mode Settings dialog box (see Chapter 2) prior to 
scanning. 


3 Choose Scan... from the Image menu to scan and save the 
document for later recognition. To recognize text from an 
image scanned in this manner, choose Recognize... from the 
Text menu. 


A. Load an "Uncompressed TIFF" file from any source {scanner or 
other program) and choose Recognize... from the Text menu. 


This section provides step-by-step examples demonstrating the- various 
options available in procedures (2) and (3}, above. For a complete 
explonation of the QuickScan process, please refer back to Chapter 2. 


First, it is assumed that you are familiar with the operation of the 
Macintosh and your scanner, and that they are both connected, plugged 
‘a and turned on. Second, it is assumed that you have at least briefly 
reviewed the various settings described within Chapter 2, starting on 
page 2-7. If not, please find that section in the manual now, so that you 
can refer to it as you proceed. Finally, you will need some sample pages 
with which to practice; each example begins with o description of the 
type of document best suited to its particular settings. 
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Scanning & Recognizing Text 


Pre-Set For this first example, choose a page with multiple columns of text and, 
OmniPage if you wish, one or more pictures or drawings. A good example might 
Defaults be a page Fricke a magazine or trade journal. 


To scan the document, place it in the scanner, select Main Screen and 
choose Scan... from the Text menu. The Text Mode Settings dialog box 
will appear. If it is not already highlighted, click on the Default button, 
to select the Pre-Set OmniPage Defaults (see page 2-2). These include: 
No Statistics, Auto Galley, Full Page, Multiple Columns and ASCII 
output. 


Strike the Return or Enter key, or click OK, and the scanning process 
will begin. First, the scanner will run for a few seconds. When the image 
is fully "painted" on the screen, OmniPage will then strip out all of the 
graphic elements (including any headlines that are too big, bold and/or 
stylized for the program to recognize as text). As it does so, OmniPage 
will outline the separate text blocks. 


Next, the text blocks will be painted in inverse, a line at a time, as 
OmniPage runs the image through the text recognition process. When 
complete, the text will appear in the Transitional Editor, ready for 
examination and repair of any minor flaws or unrecognized characters. 
You can also cut and paste any blocks of text that might have been 
scanned out of sequence due to an intervening article or sidebar in the 
layout of the original page. 


If examination of the text reveals large numbers of unrecognized 
characters, check the following: 


1. Make sure the scanner glass is clean--if not, carefully clean it 
according to manufacturer's recommendations. 


2. Examine your original. It should be a clean, crisp, printed or 
typed original, if possible. If it is a poor copy, with very light 
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Scanning & Recognizing Text 


or broken text characters, try making a darkened copy on a 
photocopier. If, on the other hand, the print is very dark and 
bold, with characters closely spaced (kerned}, go to the 
Scanner Settings... under the Text menu and set Contrast to 
Lighten. 


3. For further help, refer to the Troubleshooting section in the 
Service & Support manual. 


The text file resulting from this example should be identical to one 
produced by QuickScan, insofar as you haven't altered the default 
settings. You can now save and close your file as you would with any 
standard Macintosh application. 


Manual Galley & When Yes is selected for Statistics, OmniPage will provide a summary 

MaeWrite Paeniat at the end of the text file in the Transitional Editor, showing the number 
of characters, the number of unrecognized characters, and the 
percentage of recognition. Manual Galley allows you to select only 
those blocks of text that you want to include in the output file, and to 
manually set their sequence. MacWrite File Format will maintain 
underlining, margins, page breaks and bold text within your file 
(although these don't show within the Transitional Editor). Cut, Clear 
and Paste are disabled in this format, so any necessary editing, other 
than minor insertions and corrections, should be delayed until you move 
the file into MacWrite. 


To demonstrate fully the capabilities of OmniPage and its MacWrite File 
Format, choose a page similar to the above, this time with some bold 
and/or underlined text. 


Place your document in the scanner, and again select Sean... from the 
Text menu. This time, click on MacWrite in the File Formats window and 
click the Manual Galley button. Press Return and the scanner will again 
scan the image of the page to your screen. 
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Manual Galley & 


MacWrite Format 


Partial Page & 


Financial Form 
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Scanning & Recognizing Text 


When the text blocks appear on screen, you are prompted to select the 
ones you wish to recognize. Go to the Zoom menu, Zoom-In a time or 
two, and you will notice that each block of text is numbered in its upper 
left-hand corner. These numbers designate the sequential order in which 
the text will be recognized. You may rearrange the order by clicking to 
select a block and when it is selected, key in the number of the block's 
desired position in the sequence. The other blocks are automatically 
renumbered. 


Next, select all of the blocks you wish to recognize by holding the shift 
key down while clicking on each of them or by dragging the cursor to 
surround them. Each block should become selected (inverted--black on 
white} as you click it. You can group blocks together in the sequence by 
renumbering as above. If you get lost in the sequencing process, click 
on the small Original button and you can start again. 


Now, when you click OK, OmniPage strips away all extraneous text, 
and proceeds to recognize only those blocks you have selected, in the 
sequence you have set. You will find these features very useful, 
whenever you are scanning documents with more than one topic, or 
article, per page. From this point forward, the process is identical to that 
in the previous example, except that when you save or close the file, 
OmniPage will allow you to save Personalized settings (see Chapter 2). 
To review the bold and underlined text, Quit OmniPage and Open your 
saved file in MacWrite. 


OmniPage also allows you to scan and recognize text and numerical 
information in spreadsheet format--financial statements, budgets, 
invoices, and the like. The Financial Form Input Page Layout will 
preserve all of the decimal tabs so that your numbers remain in straight 
vertical columns. The Partial Page feature will allow you to scan and 
recognize any single rectangular area on the page; with Scan Area 
Fine Adjust selected, you can zoom in (enlarge the image on screen) to 
set the scan area with great precision, if necessary. 
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Scanning & Recognizing Text 


Partial Page & For this example, use a sample spreadsheet or page from a columnar 
report. Again, place the page in the scanner and select Scan... from the 
Text menu. In the Text Mode Settings dialog box, first click on Default to 
reset all previous changes, then choose Partial Page, Yes (for Scan Area 
Fine Adjust}, and Financial Form. All other settings remain unchanged; 
press Return or Click OK to proceed. 


Financial Form 


As before, the scanned image will appear on the screen. You will be 
prompted to select the area to be recognized. Here, the pointer on 
screen can be used to define any single rectangular area you wish, by 
simply clicking and dragging diagonally from one corner to the other. 


You can choose to select your Partial Page scan area on this miniature 
image, or click OK, and the Scan Area Fine Adjust (split screen) feature 
will be displayed. You may now enlarge or reduce the image in the 
right-hand window by the use of the options under the Zoom menu and 
adjust the scan area to capture the finest detail. Dragging on the handle 
in the lower right corner of the "marquee" (blinking dashed-line box) 
will allow you to adjust its size, or you can move the entire box by 
dragging anywhere within it. 


When you have adjusted the Partial Page to recognize just the portion 
of the page you want, click OK, and the program will proceed through 
the recognition cycle. Note that the financial table is faithfully 
reproduced in the Transitional Editor, with its columnar alignment intact 


V. Financial Form operates much the same as Single Column, 
except that any graphics will remain. If you have tabular data 
to enter, and it is placed on a page with graphic elements, 
choose Partial Page and exclude as much of the artwork as 
possible - otherwise, the graphics can slow the recognition 
process substantially. Also note that Manual Galley does not 
work with Financial Form selected. 
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Multiple Pages 
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Scanning & Recognizing Text 


A unique feature of OmniPage is the capability to scan multiple pages 
into a single text file. If, for instance, you wish to enter a trade journal 
article into your data files, and it extends across several pages, 
OmniPage allows you to scan, recognize and store the complete article 
as a single file. 


Select an article in a magazine or book that is printed on more than 
one page. Place the first page in the scanner, select Scan... from the Text 
menu and click Default to clear the previous settings. Now select 
Multiple Pages (not Multiple Columns, which should already be 
selected} and press the Return key or click OK. 


The scanner will operate just as before, cycling through the entire 
recognition process. However, at the completion of the first page, the 
"scanning barometer" bar--that horizontal scale that shows you the 
scanner's progress--will reappear, along with buttons labelled Scan 
More and Scan Done. Place the next page in the scanner and press 
Return or click on Scan More, and that page is added to the file. The 
process repeats itself until you select Scan Done. 


Vv The HP ScanJet™, equipped with the Automatic Document 
Feeder (ADF), automatically processes multiple pages with 
OmniPage. 


Perhaps you've noticed that as each successive page is added into the 
file, the page count is shown in the lower left corner of the screen, 
Hanked by a pair of arrows. When you are through scanning the 
article, you can use these arrows to page forward and back through the 
file. Also, if you double-click on the page number, a dialog box will 
appear, allowing you to enter a page number to which to go directly. 
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Scanning 
An Image 
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Image Scanning 


Now that you have seen the Text scanning portions of OmniPage at 
work, Image scanning will seem very familiar to you. Most of the 
functions operate very similarly to the examples you've already tried. 


When performing an Image/Scan..., it is important to decide, before 
scanning, how you will use the captured image. If you are scanning line 
art (black lines on a white background--cartoons, for example) or a 
page containing text, for later recognition, you should use the default, 
Line Art found in Scanner Settings... accessible from the Image menu. 


If, however, your original image contains shades of gray, or is in color 
(a photograph, perhaps), and you are scanning it for use as a graphic 
image, there are two other settings from which to choose. The following 
tips are provided as a general guide to help you choose a setting. 
However, it is suggested that you experiment with the patterns to arrive 
at an acceptable result. The settings are: 


Halftone-Fatting. Fatting is a method of dithering, or converting the 
image from its continuous-tone grey scale to a stepped-tone digital 
(computer) image. The Fatting dither yields good contrast, but generally 
lower resolution (sharpness of image) than Halftone-Bayer. 


Halftone-Bayer. Bayer is a dithering pattern that produces generally 
better resolution with less contrast than Halftone-Fatting. 


Vv When scanning an image with either Halftone-Fatting or 
Halftone-Bayer, the image you see on the screen will appear 
very dark, except when shown in full size--the OmniPage 
screen representation of the page being scanned is 
substantially reduced, and therefore will look odd. It is 
recommended that you use the Partial Page and Fine Adjust 
settings to be able to Zoom to Actual Size. 


Chapter 3 3-7 


2D DD od > 


27 


>) 


D> PLP >> D> _» 
ee ee ee ITD» _D_D? 










Rulers 


Image Scanning 
For Later 
Recognition 





To select your file, choose 


Open from the File menu. 
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Image Scanning For Later Recognition 


One additional feature of OmniPage is hidden in the small black 
rectangle located immediately above the scroll bar on the right side of 
the screen. Double-click in the black area and a set of rulers will appear 
to assist in determining the size of a Partial Page selection. Note that 
the cursor's position is marked on both the horizontal and vertical scales 
by a light grey line, to assist in reading the dimensions. 


OmniPage offers a great deal of flexibility at all levels of operation. This 
includes the ability to scan an image of a page, save it to disk and 
recall it later for text recognition. This way, it is possible to scan and 
save several pages at once, freeing the scanner for other applications. 


Place any example document in the scanner and select Scan... from the 
Image menu. IF it is not already selected, click Default and OK, and then 
save the image to disk when completed. Close the file or quit and start 
up again later. 


Now, from the Main Screen, choose Open... from the File menu, and 
when the dialog box appears, select TIFF. Open the file you saved 
previously. 


Vv Since these image files are sometimes quite large, it may take 
OmniPage several seconds to save or load an image file. Do 
not be alarmed, as this is normal. 


When the file appears again on your screen, select Recognize... from 
the Text menu, and you will see what by now is a very familiar dialog 
box, containing the Text Mode Settings. Make any choices appropriate 
for your document, and proceed as in the other examples. 


v Since it is possible to load only one image page at a time into 
OmniPage, Recognize... does not include the Multiple Pages 
feature. Otherwise, the sequence of operation is in all respects 
the same as for the other text recognition processes. 
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Image Scanning For Later Recognition 


VY It is also possible to load and recognize files from other 
sources, as long as they are stored in Uncompressed TIFF, and 
providing they contain images of sufficient resolution. For 
example, a document received via FAX modem that was sent at 
high resolution (200 x 200 dots per inch) and saved in 
Uncompressed TIFF, should be possible to process with 
OmniPage. Due to the many possible variations in facsimile 
equipment and quality of originals, this capability cannot be 
guaranteed. 
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CHAPTER 4 
Sample Business Scenarios 


This chapter presents some exciting yet realistic uses of OmniPage. All 
persons, firms and places in this scenario are fictitious--any 
resemblance to real persons, living or otherwise, or to any firms or other 
organizations, is purely coincidental. 


AB. Fictitious, Inc. is a rapidly growing distributor of high-technology 
widgets and widget manufacturing equipment. Located in a cramped 
"incubator" industrial park in Rapid Falls, lowa, it has outgrown Its 
facility. Sales are booming, but the distance from the majority of its 
suppliers in Silicon Valley causes heavy shipping expenses. Things are 
moving very fast in the widget industry. 


sompany 
background 


Due to the overcrowded facilities in its present building, management 
has decided that a new location is called for. Two executives were sent 
to California to scout for a new home for the company and have found 
several possible buildings for lease. One, in particular, is extremely 
desirable, since it is next door to three prime vendors and has excellent 
vease Contract access to major transportation routes. This prestigious warehouse/office 
building is located in Bella Vista, in the heart of Silicon Valley. 
Unfortunately, there are also several other companies interested in 
leasing the premises, and time is short. 


ixn_uple # 1 
egal Department 


tevising The 


The company lawyer, Jason Weatherby, has been negotiating with the 
owners of the building, and today he received a copy of its standard 
lease including most of the terms upon which agreement has already 
been reached. The lease contains a couple of surprises, however. The 
landlord has inserted a hefty deposit that wasn't discussed earlier and a 
cost-of-living increase clause as well (see Original Lease, Exhibit 4-1). 


Chapter 4 4-1 


“Spa SSS 
eee 2 ot 





Legal Department: - 
Revising The Lease Contract 


COMMERCIAL LEASE 


1. PARTIES 

This Lease, dated this 25th day of September i987 is between POTOGOLD 
NATIONAL BANK, & naticrnal banking association hnereinafter referred tc as 
"Landicra”, anc A.B, FICTITIOUS, INC., herein after referred tc as "Tenant". 


2. PRENISES 


Landlord leases to Tenant those premises xnown as POTOGOLD INDUSTRIAL 
OFFICE BUILDING s:tuated in the City of BELLA VISTA, County of SANTA CLARA, 
State of CALIFORNIA, and having approximately THIRTY-SIX THOUSAND ONE HUNDRED 
THIRTY (36,130) sauare feet of net rentable space and more particularly described 
in Exhibit “A" whicr is attached heretce and incorperated herein by this reference. 


3. TERM 


3.1 The term cf this Lease shali be from DECEMBER 165, 1987, to midnight or. 
NOVEMBER 20, 1997 unless sooner terminated pursuant to any provision hereof. 


3.2 If Landlord fails te tender possession cf the premises to Tenant on the 
commencement Gate, Landlord shall net be subject te any liability. Such faicture 
shall not affect the vaiidity of this Lease, tne obligations of Tenant or the 
termination date. Tenant, however, shali not re obligated toa pay rent unti. 
possession of tne premises is tendered. 


3.3 If Tenant occupies the premises prior t>5 the commencement date, such 
occupancy shail be subject cto all provisions hereof, shall not advance the 
termination date, and Tenant shall pay rent for such period at the rate described 
in Paragraph 4. 


4. RENT 


Tenant shali pay tc Landlord as sent for the prem:ses the sum of SEVEN 


THOUSANE: TWO HUNDRES: NINETY-ELSHT AND Ths, 90THS tC LARS ($7, 298.75} per month, in 
advance, on the first day of each month. Rent to commence February :5, 1988 and to 
increase January i, 1989 and every January ist thereafter per Exhibit "B" heretec 
attacned. Rent for any period of less than one month shail be a pro-rata porvicn 
of the monthiy rent. 





a 


5. SECURITY DEPOSIT, SURRENDER 


§.1 Upon taking ful. acchatrageest of the premises on November 1, 19687, tenant 
SEVE ENTEEN THOUSAN NE} UONDRE TRTY-SEY 


ee 92). This represents the first month's rent of 
‘ NO OUS/ Sars ee ($7,298.75) and a 













security deposit of 
DOLLARS ($10,659.17). The security deposit wii. be used as security for Tenant's 
faithful perfermance under the terms of the lease. if Tenant is in defau.t, 
Landiord can use the security deposit, or any pertion of it, to cure tne defauit 
and/or as reimbursement for any and all damage Sustained by Landiord as a result 
of Tenant’s default. At Landlord's request, Tenant shail aimmediate.y pay to 
tandlord the sum necessary to repienish the security deposit to the origina- 
amount . 





5.2 On eae a eer of this Lease and subject tc Articies 10 and 174, 


shall surrender the premises clean and in as goos a condition as when possession 
was tendered, norma: wear and tear excepted. Tenant shail return a... Keys tc 
Landierd on termination. 


Tenant 


Original Lease Contract 


Exhibit 4-1 
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Legal Department: 
Revising The Lease Contract 


After reviewing the document, Weatherby calls the landlord and voices 
his dismay at this underhanded treatment. A heated discussion ensues, 
and finally they arrive at a compromise; if A.B. Fictitious will post the 
deposit, the owners will waive the cost-of-living clause (§ 4), and will 
place the deposit in an interest-bearing account (1 5.1). Weatherby 
also obtains some wording to protect his company if the premises are 
not delivered in a timely manner (€ 3.3), and the deal is struck. It won't 
be final, however, until all principals have signed the document, and 
there are still other parties clamoring for the building. 


It is imperative that the lease draft be corrected and FAXed back to 
California immediately. The lease is a 22-page document, however, and 
there isn't time to type it up in its entirety, with revisions. 


OmniPage to the rescue! The 22-page lease is quickly scanned into the 
computer (see Sample Scanned Text, Exhibit 4-2), saved to disk, opened 
and edited in Microsoft Word™ (see Final Lease in Exhibit 4-3). The 
entire process takes less than two hours, and the FAX is winging its way 
to the landlords. The same document would have taken almost five 
(uninterrupted) hours for a legal secretary to type and correct, and 
chances are, that would have meant an extra day's delay and loss of 
the building to one of the competing bidders. OmniPage provides a 
simple, but effective, way to shorten the data-entry cycle, saving time, 
money and, in this case, opportunily. 
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Legal Department: 
Revising The Lease Contract 


@ File Edit Text Image Zpom Personalize Defaults 


MaScanner:Lease Contract 


1. PARTIES COMMMERCIAL LEASE 


This Lease, dated this 25th day of September [987 is between POTOGOLD 

NATIONAL BRNK, @ nationai banking association hereinafter referred to as 
“Landlord”, and A.B. FICTITIOUS, INC., herein after referred to as “Tenant” 

2. PREMISES 

Landtord leases to Tenant those premiSeS known as POTOGOLD #NDUSTRIAL 

OFFICE BUILDING situated in the City of BELLA VISTA, County af SANTA CLARA, 

State of CALIFORNIA, and having approximately THIRTY-SIX THOUSAND ONE HUNDRED 
THIRTY (36, 130> square feet of net rentable space and more particularily described 
in Exhibit “A” which is attached hereto and incorporated herein by this reference 


3. TERM 

3.1 The term of this Lease shall be from OECEMBER 15, 1987, to midnight on 
NOVEMBER 30, 1997 unless sooner terminated pursuant to any provision hereof 

3.2 If Landlord fails to tender possession of the premises to Tenant on the 
commencement date, Landlord shal! not be subject to any liability. Such failure 
shall not affect the validity of this Lease, the obligations of Tenant or the 
termination date Tenant, however, shal] not be obligated to pay rent until 
possession of the premiSes is tendered 


3.3 If Tenant occupies the premises prior to the commencement date, such 
eccupancy shal} be subject to al} provisions hereof, shal! not advance the 
termination date, and Tenant shal: pay rent for such period at the rate described 
in Paragraph 4. 

4. RENT 

Tenant shail pay to Landlord as rent for the premises the sum of SEVEN 

THOUSAND TWO HUNDRED NiNETY-EIGHT AND 75/100THS DOLLARS ($7,298.75> per month, in 
advance, on the first day of each month. Rent to commence February 15, 1988 and to 
increase January 1, 1989 and every January Ist thereafter per Exhibit "8" hereto 
attached. Rent for any period of jess than one month shall be a pro-rata portion 
of the monthly rent 

5. SECURITY DEPOSIT, SURRENDER 

5.f Upon taking full possession of the premises on November 1, 1987, 

tenant shalti pay to Landlord the sum of SEVENTEEN THOUSAND NINE MUPDRED 
FIFTY-SEVEN ANO NINETY-TWO/tOOTHS DOLLARS ($17,957.92). This represents the 

first month's rent of SEVEN THOUSAND THO HUNDRED NINETY-EIGHT AND 75/100THS 
DOLLARS ($7.298 75) and a security deposit of TEN THOUSAND $!xX HUNDRED els -NENE 





Sample Scanned Text 


Exhibit 4-2 


4-4 Chapter 4 


i -" 


a ee ee 





22D _ DD > D> ae 


s aw) py 2 oD dete 
‘ 
a 








Legal Department: 
Revising The Lease Contract 


COMMERCIAL LEASE {File: Final Draft} 


1. PARTIES 


“his Lease, dates tnss 2Sth day of Seplember 2987 .5 betweer POTOGOLD 
NATIONAL BANK, 4 nationa; banking associayior nere:n after referred tc as 


"tandicrd”, ana A.B. FICTITIOVS CORPORATION, herein after referred tc 45 


2. PREMISES 


Landlord leases tc Tenant chose premises known as POTOGOLD INDUSTRIAL 
OFFICE BUILDING eitvated in the c:ty of BELLA VISTA, ©cuncy of SANTA CLARA, 
State of CALIFORNIA, and having approximately THIRTY-SIX THOUSAND ONE HUNDRED 
THIRTY (36,130) square feer of net rentable space ane more perticuiariy 
described in Exhibit vA" which ig attached hereto and incorporated herein by thas 
reference. 


3. TERN 


3.1 The term of this Lease shal} be from DECEMBER 15, 1967, co midnight on 
NOVEMBER 30, 1997 uniess sgoner -erminated puzsuant to any Provasion neresi. 

3.2 If Landiord fails to “ender possession of the premises to Ternary of the 
commencement date, ~andiord sha.i not be subject to any liability. Suck failure 
shail not affect the validity of this Lease, the obligations of Tenant of she 
termination date, Tenant, nowever, shail not be obligated to pay rent until: 
possession of the premises 18 tendered. i 





3.3 If Tenant occupies the premises pricr to the commencement date, such 
occupancy shaii be subject to ail provisions nereof, shall not advance the 
termination date, and Tenant shall pay rent for such period at the rave described 


in Paragraph 4. 


4. RENT 


tenant snall pay to Landiord as rent for the premises tre sum of SEVEN 
THOUSAND TWO HUNDRED NINETY-EIGHT AND 75/100THS DOLLARS ($7,298.75) per 
month, in advance, of tne first day of each month. Rent tc commence February 
15,1988 i inamntinlalb saeeeeiysinoarrntaete 



















; upn ij } Rent for any period of less than one month shail be a 


pro-rate portion of the monthiy rent. 


§. SECURITY DEPOSIT, SURRENDER 


5.1 Upon takings fuli pesession of the premises on November 1, 1967, tenant 
shall pay to Landlord ‘he sum of SEVENTREN THOUSAND NINE HUNDRED FIfTY-SEVEN 
AND NINETY - TWO/1OOTES DOLLARS ($17,957.92). This represents she first 
monthts rent of SEVEN THOUSAND TWO BUNDRED NINETY KIGHT AND 75/1Q0TRS 
DOLLARS ($7,296.75) and a security deposit of TEN THOUSAND SIX HUNDRED 
FIFTY-NINZ AND SEVENTEEN/ LOOTHS DOLLARS ($10,659.17). “he security deposit 
will be placed 1n agi in! x arin int i ti) pe used as security for 
Tenant's faithful performance under the tezms of the iease, If Tenant is in 
default, Landlord carn use the security depesit, or any portion of .t, to cure the 
default and/or as reimbursement for any and ail damage sustained by Landiord as 4 
resuit of Tenant's default. At Landiord's request, Tenant shall immediately pay tc 
Landlord the sum necessary te replenish the security depos.t to the criainas 


amount . 


§.2 On termination of this Lease and subject te Articles iC 
shail surrender the premises clean and in as good a cond}tion as 
was tendered, norma. wear and tear excepted. > retum all keys 20 
Landicrd on termination. 


and i4, Tenant 
when possession 


Final Draft Of Lease Contract 
= Exhibit 4-3 
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Corporate Communications: 
Developing An Internal Newsletter 


John Samson, Manager of Corporate Communications for A.B. 
Fictitious, has been producing a monthly internal newsletter of 
interesting industry information. Each month he culls articles from the 
trade press and types them up on a mimeograph master, then 
reproduces about 500 copies for internal distribution. The employees 
look forward to reading his updates each month, since they provide a 
quick and efficient means to keep abreast of the industry. The difficulty 
for John is that the process has taken three to four days of his time each 
month. Also, he has been unable to include any of the interesting 
graphic elements with the reprints of the articles. 


When John saw OmniPage, he immediately began making plans for 
incorporating it into his monthly project. Now he picks out the articles 
(see article text and graphics in Exhibit 4-4) he wants to include in the 
newsletter, scans them into the computer, complete with their graphics, 
ond lets OmniPage convert the text to a file for simple editing. 
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Article Text & Graphics 
Exhibit 4-4 
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Corporate Communications: 
Developing An Internal Newsletter 


Example # 9 With Microsoft Word, John edits the text (see Exhibit 4-5), then uses 
Pagemaker to produce the finished newsletter (see Newsletter Final-- 
Exhibit 4-6). Not only is the information more complete and interesting, 
with its graphics included, John is now able to complete the production 
in less than one day each month. 
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Editing Text In Microsoft Word 
Exhibit 4-5 
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Corporate Communications: 
Developing An Internal Newsletter 


@ File Edit Options * File Edit Options Foge Type Lines Shades 
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The Newsletter 


A Publication of AB Fritiow, Ine. -- For Interval Distribuon Only 
Vol. 1, No.1 July, 1988 
bythe operator atthe source. And with file 
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Final Newsletter 


Exhibit 4-6 


Example # 3 Bill Sandover and Roger Gustafson run the Maintenance and Customer 
: : Service divisions for A.B. Fictitious, respectively. They each have a 
Engineering . : , 
bookshelf lined with technical manuals that require frequent updating. 
Department: . 
Since the manufacturing processes and the warehouse-inventory 
; handling is all automated with state-of-the-art robotics, the technical 
Creating & specs on new products are constantly being upgraded. Documentation 
Updating control represents a major challenge. 


Technical Manuals 

In fact, there are six full-time employees whose duties include various 
aspects of this process--technical writers, drafters, artists and clerks--and 
an average of 35-40 worker-hours per month are directly related to 
producing and installing these updates into the manual binders. 
Although some of this information originates in-house, the majority is 
received in document form from outside vendors. 
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Engineering Department: Creating & 
Updating Technical Manuals 


A second problem inherent in the use of these binders is the lengthy 
search-time required to find the necessary subject matter. If the 
‘nformation was stored electronically, it could be more readily retrieved, 
using fairly simple search routines. But keyboard data entry of the 
enormous volume of information is cost- and time-prohibitive (estimated 


at over 30,000 hours). 


The content of most of the binders is a straightforward combination of 
text and line drawings, as shown in the sample page, Exhibit 4-7. A few 
tables of numerical information exist as well (see Exhibit 4-8). 
Altogether, there are approximately 12,000 pages of technical 
documentation to compile. In electronic form, with graphics, it is 
estimated that this will require approximately 140-150 megabytes of 


storage 
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Engineering Department: Creating & 
Updating Technical Manuals 
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Numerical Data 


Exhibit 4-8 


It is estimated that having the ability to search electronically for 
information will save another 1.3 hours per month, per each of 40 
technicians, or 52 hours per month. The bottom-line estimate is that the 
system wil be cost effective within a very short period, and will increase 
productivity within the two departments by over 3%. The necessary 
approvals are received within a few days, and the process is set in 
motion. 
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Sales Department: 
Creating The Sales Catalog 


Example # 4. Barbara McNear, Sales Support Manager, is responsible for 
Sales Department maintaining current soles catalogs, including price lists, for all 2,005 
products that A.B. Fictitious manufactures and/or distributes. As in the 
service and maintenance areas, Barbara's problem is one not only of 
producing but also of maintaining updates to the information contained 
in the catalogs. New price lists, data sheets, promotional literature and 
administrative notes arrive daily. Just tracking the full volume of 
incoming mail is a full-time job, and Barbara has a staff of four full-time 
employees to process the ‘nformation, sending photocopies of the 
vendor information to the field sales force. 


Creating The 
Sales Catalog 


The solution for the Sales Support Group is to automate the process into 
a database that can be quickly and efficiently queried for prices, 
descriptions, features, promotions, vendor data, etc. For this purpose, 
Barbara's group has designed a special 4th Dimension database that 
allows direct importing of the data from the scanned documents. Each 
page format is evaluated for the location of the items to be entered into 
the separate fields, and for each standard page, a separate import 
layout is produced in the database. For unique pages, the Manual 
Galley feature of OmniPage allows quick, efficient re-sequencing of the 
‘nformation to match the import sequence. 


A key element required for transferring text into any database is the 
creation of "delimiters", characters that the database program interprets 
as the division between field inputs. There are a couple of ways to 
accomplish this, using OmniPage. First, it ts possible to manually insert 
your delimiter, a comma, for instance, after each item, in the 
Transitional Editor. This may be sufficient for short documents or non- 
standard pages. For lengthy or standardized documents, however, it is 
much more efficient to try to find a common output within the file that 
already delimits the fields. Usually this will be a Tab, a carriage return 
or a group of several spaces. You may have to do some experimenting 
to find the proper combination, but once found, it is possible to convert 
it to your database's required delimiters. 
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Sales Department: 
Creating The Sales Catalog 


Some database programs, like 4th Dimension, allow you to define the 
delimiter as any character you wish. Others, however, have one or two 
specific characters as standards. The most frequent of these are the Tab 
and the comma. Check the manual that came with your database or 
spreadsheet sofware for further details. 


The A.B. Fictitious sales group is working with a number of different text 
and tabular formats, and its database requires Tabs as delimiters. The 
Financial Form setting causes OmniPage to insert Tabs between the 
columns in the tabular (spreadsheet) data. They are thus able to develop 
ASCII files that contain the correct Tab-delimiters to be directly imported 
into their 4th Dimension database. 


Barbara's team then saves the file as text, and runs the database import 
procedure to complete the transfer. In just a few short steps, data is 
transferred from the printed page into its most useful form in a relational 
database, again providing tremendous savings of time and money, 
while increasing productivity dramatically. 


These are just four simple examples of the myriad ways in which 
OmniPage will be used to save time, money and effort, and to increase 
efficiency for those who work with printed communications and 
personal computers on a daily basis. it is very likely that you will find 
many more uses, some much more elaborate than those outlined here. 
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GLOSSARY 


Active window: The frontmost window on the desktop; the window 
where the next action will take place. An active window's title bar is 


highlighted. 


Alert: A warning or report of an error in the form of an alert box, a 
sound from the computer's speaker, or both. 


Alert box: A box that appears on the screen to give a warning or fo 
report an error message during use of an application or task. 


American Standard Code for Information Interchange: (ASCII) 


ANSI: Acronym for American National Standards Institute, which sets 
standards for many technical fields and is the most common standard 
for computer terminals. 


Anyfont™: Unique OCR technology, developed by Caere Corporation. 
Application software: A collective term for application programs. 

ASCII: Acronym for American Standard Code for Information 
Interchange, pronounced “ASK-ee.” A code in which the numbers from 
0 to 127 stand for text characters. ASCII code is used for representing 


text inside a computer and for transmitting text between computers or 
between a computer and a peripheral device. 


Ascender: The part of a lower case character which rises above the 
height of the lower case "x." 


Attribute: Any style used to enhance the readability of text; typically 
includes: boldface, underscore, and italic. 
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GLOSSARY 


Auto Galley: A re-ordering of text blocks from the text scan performed 
in accord with system defaults. Multiple-Column text is entered into the 
Transitional Editor as one sequential file without retaining column-end 
control codes. 


Auto Paste-Up: A "What-You-See-ls-What-You-Get" arrangement of 
text block assignments. Retains columnar and page-break integrity in 


the output file. 


Backspace key: A key that backspaces over and erases the previously 
typed character or the current selection. 


Back up: To make a spare copy of a disk or of a file on a disk. Backing 
up your files and disks ensures that you won't lose information if the 
original is lost or damaged. 


Backup: A copy of a disk or of a file on a disk. It’s a good idea to 
make backups of all your important disks and to use the copies for 
everyday work, keeping the originals in a safe place. (Some program 
or startup disks cannot be copied.) 


Base Line: An imaginary line on which type rests. Descending 
characters (such as the "g," "p" or "q") hang below the baseline. 


Baud: A unit of data transmission speed: the number of discrete signal 
state changes per second. Often, but not always, equivalent to bits per 
second. 


Bit image: A collection of bits in memory that have a rectilinear 
representation. The display on the screen is a visible bit image. 


Bit map: A set of bits that represents the position and state of a 
corresponding set of items. 
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GLOSSARY 


Break: An interruption in the flow of text from one paragraph or 
section to the next. Normally each paragraph or section continues at the 
top of the next column or page. 


Buffer: A “holding area” of the computer’s memory where information 
can be stored by one program or device and then read at a different 
rate by another; for example, a print buffer. In editing functions, an 
area in memory where deleted (cut) or copied data is held. In some 
applications, this area is called the Clipboard. 


Built-in fonts: One of several fonts built into a printer resource. You 
install the Macintosh screen version with the printer software and use it 
when creating or changing a document. The printer resource substitutes 
the built-in font for the screen version when you print. 


Button: A pushbutton-like image in dialog boxes where you click to 
designate, confirm, or cancel an action. 


Cancel button: A button that appears in a dialog box. Clicking it 
cancels the command. 


Caps Lock key: A key that, when engaged, causes subsequently typed 
letters to appear in uppercase; its effect is like that of the Shift key 
except that it doesn't affect numbers and other non-letter symbols. 


Central processing unit (CPU): The “brain” of the computer; the 
microprocessor that performs the actual computations in machine 
language. 


Character: Any symbol that has a widely understood meaning and thus 
can convey information. Some characters—such as letters, numbers, 
and punctuation—can be displayed on the monitor screen and printed 
on a printer. 
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GLOSSARY 


Character code: A number used to represent a character for processing 
by a computer system. 


Character image: An arrangement of bits that defines a character in a 


font. 


Character keys: Keys on a computer keyboard—such as letters, 
numbers, symbols, punctuation marks—used to generate text or to 
format text. 


Character pitch: The number of characters per inch printed along a 
horizontal line. 


Character set: The entire set of characters that can be either shown on 
a monitor or used to code computer instructions. 


Character style: A set of stylistic variations, such as bold, italic, and 
underline. The empty set indicates plain text (no stylistic variations). 
Check box: A small box or circle associated with an option in a dialog 
box. When you click the check box, you may change the option or 
affect related options. 


Choose: To pick a command by dragging through a menu. You often 
choose a command after you've selected something for the program to 


act on. 


Chooser: A desk accessory installed which allows you to select between 


input/output devices. 
Clear: To erase information or commands from memory. 


Click: To position the pointer on something, and then to press and 
quickly release the mouse bution. 
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GLOSSARY 


Clipboard: The holding place for what you last cut or copied; a butter 
area in memory. Information on the Clipboard can be inserted (pasted) 
into documents. 


Close: To turn a window back into the icon that represents it. 


Close box: The small white box on the left side of the title bar of an 
active window. Clicking it closes the window. 


Column: A vertical arrangement of graphics points or character cells 
on the display screen. 


Command: An instruction that causes the computer to perform some 
action. A command can be typed from a keyboard, selected from a 
menu with a hand-held device (such as a mouse), or embedded in a 


program. 


Command key: A key that, when held down while another key is 
pressed, causes a command to take effect. 


Computer: An electronic device that performs predefined 
(programmed) computations at high speed and with great accuracy; a 
machine that is used to store, transfer, and transform information. 


Configuration: The total combination of hardware components—central 
processing unit, video display device, keyboard, and peripheral 
devices—that make up a computer system. It can also refer to the 
software settings that allow various hardware components of a 
computer system to communicate with each other. 


Context sensitive: Able to perceive the situation in which an event 
occurs. For example, an application program might present help 
information specific to the particular task you're performing, rather than 
a general list of commands; such help would be context sensitive. 
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GLOSSARY 


Control key: A specific key on Apple keyboards that produces control 
characters when used in combination with other keys. 


Control Panel: A desk accessory that lets you change the speaker 
volume, the keyboard repeat speed and delay, mouse tracking, and 
other features. 


CPU: See central processing unit. 


Crop Marks: Alignment marks which detail the edges of a page. 
Referred to as register marks or trim marks, crop marks can be used to 
allow designs to be planned. 


Cursor: A symbol displayed on the screen marking where the user’s 
next action will take effect or where the next character typed from the 
keyboard will appear. 


Cut: To remove something by selecting it and choosing Cut from a 
menu. What you cut is placed on the Clipboard. 


Data disk: A disk that contains your work—letters, budgets, pictures, 
and so on—in the form of files. 


Data format: The form in which data is stored, manipulated, or 
transferred. 


Default: A preset response to a question or prompt. The default is 
automatically used by the computer if you don’t supply a different 
response. Default values prevent a program from stalling or crashing if 
no value is supplied by the user. 
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GLOSSARY 


Delete: To remove something, such as a character or word from a file, 
or a file from a disk. Keys such as the Backspace key and the Delete key 
can remove one character at a time by moving to the left. 


Delete key: A key on the upper-right corner of the Apple keyboards 
that erase the character immediately preceding (to the left of} the cursor. 


Desktop: The computer's working environment—the menu bar and the 
gray area on the screen. You can have a number of documents on the 
desktop at the same time. 


Desktop publishing: A system providing you with the ability to produce 
publication-quality documents. 


Device: Frequently used as a short form for peripheral device. 


Device driver: A program that manages the transfer of information 
between the computer and a peripheral device. 


Dialog box: A box that contains a message requesting more 
information from you. 


Directory: A pictorial, alphabetical, chronological or functional list of 
the contents of a folder or a disk. A directory is sometimes called a 
catalog. 


Directory file: A file that contains the names and locations of other 
files. Related files should be grouped together into a single directory file. 


Diskette: An information-storage medium consisting of a flat, circular, 
magnetic surface on which information can be recorded in the form of 
small magnetized spots, in a manner similar to the way sounds are 
recorded on tape. 
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Disk drive: The device that holds a disk, retrieves information from it, | 
and saves information to it. 


Display screen: The screen of the monitor; the area where you view text 
and pictures when using the computer. Also called simply the screen. ! 


Double-click: To position the pointer where you want an action to take 
place, and then press and release the mouse button twice in quick 
succession without moving the mouse. 


Drag: To position the pointer on something, press and hold the mouse 

button, move the mouse, and release the mouse button. When you 

release the mouse button, you either confirm a selection or move an 
: object to a new location. 


Escape key: A key on Apple computers that generates the escape 
character. The Escape key is labeled esc. In many applications, pressing 
esc allows you to return fo a previous menu or to stop a procedure. 


Expansion slot: A narrow socket into which you can install a peripheral 
card. Sometimes called a peripheral slot. 


File: Any named, ordered collection of information stored on a disk. 
Application programs and operating systems on disks are examples of 
files You make a file when you create text or graphics, give the material 
a name, and save it to disk; in this sense, synonymous with document. 


File management: A general term for copying files, deleting files, and 
other chores involving the contents of disks. 


Filename: The name that identifies a file. The maximum character 
length of a filename and the rules for naming a file vary under different 
operating systems. 
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Finder: An application that’s always available on the desktop. You use 
it to manage documents and applications, and to get information to and 


from disks. 


Floppy diskette: A disk made of flexible plastic, as compared to a hard 
disk, which is made of metal. The term floppy is now usually applied 
only to disks with thin, flexible disk jackets, such as 5.25-inch disks. 
With 3.5-inch disks, the disk itself is flexible, but the jacket is made of 
hard plastic; thus, 3.5-inch disks aren't particularly “floppy.” 


Folder: A holder of documents and applications on the desktop. 
Folders, like subdirectories, allow you to organize information in any 
way you want. 


. Font: In typography, a complete set of type in one size and style of 
character. In computer usage, a collection of letters, numbers, 
punctuation marks, and other typographical symbols with a consistent 
appearance; the size can be changed readily. 


Font file: A specific file used with the Font Mover. You copy fonts to and 
from this file to the system file of the disk that Font Mover is on. 


Font Metric: The width and height information for each character in 
each font. This information is stored in a width table. 


Font rectangle: The smallest rectangle enclosing all the character 
images in a font, if the images were all superimposed over the same 
character origin. 


Font scaling: A feature that allows a computer to create all sizes of a 
font from one size. Scaled fonts in larger sizes are usually not as 
attractive as the installed font. 


Font size: The size of a font of characters in points; equivalent to the 
distance between the ascent line of one line of text and the ascent line of 
the next line of single-spaced text. Examples of font size are 12 point 
and 18 point. | 
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Format: The form in which information is organized or presented. The 
general shape and appearance of a printed page, including page size, 
character width and spacing, line spacing, and so on. 


Graphics: information presented in the form of pictures or images; also 
the display of pictures or images on a computer's display screen. 


Hard disk drive: A device that holds a hard disk, retrieves information 
from it, and saves information to it. Hard disks made for 
microprocessors are permanently sealed into the drives. 


Highlight: To make something visually distinct. For example, when you 
select a block of text using MacWrite, the selected text is highlighted—it 
appears as light letters on a dark background, rather than dark-on- 
light. 


I-beam: A type of pointer shaped like the capital letter “I” and used in 
entering and editing text. 


Icon: An image that graphically represents an object, a concept, or a 
message. 


Installed font: A font in a specific size that you install with installation 


software. 


interline spacing: The space between lines in a paragraph. See 
Leading. 


Interface: The point at which independent systems or diverse groups 

interact. The devices, rules, or conventions by which one component of 

a system communicates with another. Also, the point of communication 
‘ between a person and a computer. 
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Interface card: A peripheral card that implements a particular interface 
(such as a parallel or serial interface) by which the computer can 
communicate with a peripheral device such as a printer or modem. 


Keyboard: The set of keys, similar to a typewriter keyboard, used for 


entering information into the computer. 
Key Caps: A desk accessory that shows you the optional character set. 


Leading: Pronounced “LED-ing”; the amount of blank vertical space 
between the descent line of one line of text and the ascent line of the 
next line of single-spaced text. 


Leading zero: A zero occurring at the beginning of a decimal number; 
deleted by most computing programs. 


Main memory: The part of a computer's memory whose contents are 
directly accessible to the microprocessor; usually synonymous with 
random-access memory (RAM). 


Manual Galley: A re-order capability of text blocks for your input 
layout. After the columns of text are scanned, you can select the order 
or combine text blocks to specify the order they will be placed into the 
resultant text file. 


Memory-resident: Stored permanently in memory as firmware (a 
ROM}. Held continually in memory even while not in use. 


Menu: A list of choices presented by a program, from which you can 
select an action. In Macintosh, menus appear when you point to and 
press menu titles in the menu bar. Dragging through the menu and 
releasing the mouse button while a command is highlighted chooses that 
command. 


Glossary G-11 


SDDS war. SD: 


2? 2P D>  ADD2 2D pp 2D» > 


2 


~ : 
aD 








a 2 De 


> ADDI > Sp yp DF » » 









> 2D DD. SPL p>? P_ - 
SO ei DD 











GLOSSARY 


Menubar: The horizontal strip at the top of the screen that contains 
menu titles. 


Menu title: A word, phrase, or icon in the menu bar that designates 
one menu. Pressing on the menu title causes the title to be highlighted 
and its menu to appear below it. 


Mode: A state of a computer or system that determines its behavior. A 
manner of operating. 


Monospace font: Any font in which all characters have the same width. 
(Mono means one.) For example, in a font used to show program 
listings, the letter M is the same width as the letter |. Thus, MMMMM is 
the same width as lll. 


Mouse: A small device you move around on a flat surface next to your 
computer. The mouse controls a pointer on the screen whose movements 
correspond to those of the mouse. You use the pointer to select 
operations, to move data, and to draw with in graphics programs. 


Mouse button: The button on the top of the mouse. In general, pressing 
the mouse button initiates some action on whatever is under the pointer, 
and releasing the button confirms the action. 


OmniPage™: Latin from omni, meaning "qll." 1.) Any font, any page 
to almost any file format, in computerese. 2.) The most advanced page 
recognition software available to Macintosh and MS-DOS users. 3.) 
Allows you to scan any page format, including multiple rows and 
columns of text and graphics. 4.) A modern tool with Etruscan cultural 
roots especially applicable for Desktop Publishing (DTP) and designed to 
eliminate EKS (Excessive Key Strokes). 
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Open: To make available. You open files or documents in order to work 
with them. When you double-click an icon or select it and choose the 
Open command, you cause a window with the contents of that icon to 
come into view. You may then perform further actions in the window, if 
it’s an active window. 


Option: Something chosen or available as a choice; for instance, an 
item in a menu. 


Option key: A modifier key that gives a different meaning or action to 
another key you type or mouse actions you perform. You use it to type 
foreign characters or special symbols contained in the optional 
character set. 


Paste: The act of moving text or graphics from the clipboard to the 
page. 


Peripheral: At or outside the boundaries of the computer itself, either 
physically (as a peripheral device) or logically (as a peripheral card); 
short for peripheral device. 


Pixel: Short for picture element. A point on the graphics screen; the 
visual representation of a bit on the screen (white if the bit is 0, black if 
it’s 1). Also a location in video memory that maps to a point on the 
graphics screen when the viewing window includes that location. 


Point: A typographic unit of measurement equal to 1/72 inch. 
Pointer: A small shope on the screen that follows the movement of the 


mouse or shows where your next action will take place. The pointer can 
be an arrow, an |-beam, or a wristwatch. 
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Press: To position the pointer on something and then hold down the 
mouse button without moving the mouse. or to strike a key and then 
release it; you hold a key down only if you want to repeat a character 
(or you are using a control key with another key). 


Printing resource: A device that produces a copy on paper of the text 
or graphics you create using your computer. 


Prompt: A message on the screen that tells you of some need for 
response or action. A prompt usually takes the form of a symbol, a 
message, a dialog box, or a menu of choices. 


Proportional font: Any font in which different characters have different 
widths; thus, the space taken up by words having the same number of 
letters varies. For example, in the typeface used here the letter M is 
wider than the letter I, so that MMMMM produces a wider string than 
HUM. 


Queve: A list in which entries are added at one end and removed at 
the other, causing entries to be removed in first-in, first-out (FIFO) order. 


QuickScan™: One-button operational feature of OmniPage employing 
the default settings. Available in the operating screen sequence and via 
Command-M (Text) and Command-Y (Image) keystrokes. 


‘ Random-access memory (RAM): Memory in which information can be 


referred to in an arbitrary or random order. (Technically, the read-only 
memory (ROM) is also random access, and what's called RAM should 
correctly be termed read-write memory.) 


Reduce or Enlarge: An option in the Page Setup (File menu) dialog box 
that lets you reduce or enlarge the print on a page, as many copying 
machines do. 
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Reserved word: A word or sequence of characters reserved by a 
programming language for some special use and therefore unavailable 
as a variable name in a program. 


Resource: A term used synonymously with driver. A printer resource is 
a system file that lets you print on a corresponding printer attached to 
the computer. 


Return key: A key that causes the cursor or insertion point to move to 
the beginning of the next line. It's also used in some cases to confirm a 
command. 


Rule: Any horizontal or vertical line used to separate textual or graphic 
elements from one another on a page. It replaces the underscore or 
underline (referred to by typists and word processing professionals.) 


Ruler: In word-processing programs, a graphic representation of a 
ruler on which you set the format for the document, such as right and 
left margins, line spacing and tabs. 


Save: To store information by transferring the information from main 
memory to a disk. Work not saved disappears when you turn off the 
computer or when the power is interrupted. 


Scanner: An input device which converts a paper-based composition 
{either text and/or graphic elements) into a computerized representation 
ina file. 


Scrapbook: A desk accessory in which you can save frequently used 
pictures or passages of text. 
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Scroll: To move a document or directory in its window so that a 
different part of it is visible or to move all the text on the screen upward 
or downward, and, in some cases, sideways. 


Scroll arrow: An arrow at either end of a scroll bar. Clicking a scroll 
arrow moves a document or directory one line. Pressing a scroll arrow 
moves a document continuously. 


Scroll bar: A rectangular bar that may be along the right or bottom of 
a window. Clicking or dragging in the scroll bar causes your view of the 
document to change. 


Scroll box: The white box in a scroll bar. The position of the scroll box 
in the scroll bar indicates the position of what's in the window relative to 
the entire document. 


Select: To designate where the next action will take place. To select 
using a mouse, you click an icon or drag across information. You can 
also select menu items by typing a letter or number at a prompt, by 
using a combination keypress, or by using arrow keys. 


Selection: The information or items that will be affected by the next 
command. The selection is usually highlighted. 


Shift-click: A technique that allows you to extend or shorten a selection 
by positioning the pointer at the end of what you want to select and 
holding down the Shift key while clicking the mouse button. 


Shift-drag: A technique that allows you to select multiple objects by 
holding down the Shift key while you drag diagonally to enclose the 
objects in a rectangle. 
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System: A coordinated collection of interrelated and interacting parts 
organized to perform some function or achieve some purpose—for 
example, a computer system comprising a processor, keyboard, 
monitor, and disk drive. 


System file: A file computers use to start up and to provide system-wide 
information. The System file contains system programs. 


System program: A program that makes the resources and capabilities 
of the computer available for general purposes, such as an operating 
system or a language translator. 


System software: The component of a computer system that supports 
application programs by managing system resources such as memory 


and I/O devices. 


Text: Information presented in the form of readable characters or the 
display of characters on a display screen. 


Text file: A file containing information expressed in text form and 
whose contents are interpreted as characters encoded using the ASCII 
format. 


Text window: A window on the desktop within which text is displayed 
and scrolled. 


Tite bar: The horizontal bar at the top of a window that shows the 
name of the window’s contents. You can move the window by dragging 
the title bar. 


Transitional Editor™: The text editor in the OmniPage program 
displays only text, without any control codes or attributes such as bold, 
underline, etc. 
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Troubleshoot: To locate and correct an error or the cause of a problem 
or malfunction in hardware or software. Synonymous with debug. 


Typeset: The act of producing a textual document on a typesetting 
machine or on a computer using typesetting software. It is considered by 
some a sub-set of desktop publishing but is specifically limited to the 
manipulation of textual elements on the page. 


Unlock: To remove the restriction on the use of a disk or a file so that it 
can once again be changed, deleted, or renamed. 


User interface: The rules and conventions by which a computer system 
communicates with the person operating it. 


User group: A computer club where computer users exchange tips and 
information. 


Utilities: Useful programs with which you can rename, copy, format, 
delete, and otherwise manipulate files and volumes. 


Volume: A general term referring to a storage device; a source of or a 
destination for information. 


Volume directory: The main directory of a volume. On a disk, itis a file 
that contains the names and locations of other files on that disk, any of 
which may themselves be directory files or subdirectories. 


Volume name: The name of the volume directory. 


Width table: A file containing font metric information used to determine 
the horizontal size of proportionally-spaced fonts. 
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Wildcard character: A character that may be used as shorthand te 
represent a sequence of characters in a pathname. On an IBM persona 
computer, it could be an asterisk (*) which can represent any number o! 
ensuing characters, or it could be a question mark (2) which car 
represent the next character in a string of characters. 


Window: The area that displays information on a desktop; you view a 
document through a window. You can open or close a window, move if 
around on the desktop, and sometimes change its size, scroll through it, 
and edit its contents. 


WYSIWYG: What You See !s What You Get; a common term referring 
to the ability of a system to display on-screen information in the same 
fashion as it would be seen eventually on paper. 


Zoom box: A small box with a smaller box enclosed in it found on the 
right side of the title bar of some windows. Clicking the zoom box 
expands the window to its maximum size; clicking it again returns the 
window to its original size. 
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Hardware & 
_ oftware 
Requirements 


Installing 
OmniPage On 
Your Hard Disk 


10 MINUTES To QuicKkScCAN 


To get started using OmniPage, you need to have all of the following: 


An Apple Macintosh II, or Macintosh SE (with an accelerator 
card). If your Macintosh SE lacks an accelerator card with a 
68020 processor, you must send your OmniPage Diskette, with 
the enclosed coupon, to Caere for a free Macintosh SE 
replacement diskette. 


Disk capacity of at least 20 MB and minimum RAM of 4 MB. 


OmniPage supports the Apple Scanner, the Hewlett-Packard 
HP ScanJet and Macintosh-compatible scanners that can create 
uncompressed TIFF files. 


The appropriate Macintosh System Software 


System 4.2 or later 
Finder 5.3 or later 


Your OmniPage software package 


When you have connected your computer and scanner, and installed 
the OmniPage software, you will be ready to use QuickScan. 


Installing OmniPage on a hard disk system is very easy. 


Hard Disk Set Up. This section assumes your hard disk is already set up, 
with the appropriate system softtware installed. If not, see the owner's 
guide that came with your computer (and/or hard disk) for specific 
instructions. 


1. 


2 
3. 
4 


Start your computer as you normally would. 
Insert the disk labeled OmniPage into your disk drive. 
Copy the OmniPage program to your hard disk. 


Eject the OmniPage diskette. 
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How To Use QuickScAN 


Once you have installed OmniPage and connected your scanner, open 
the OmniPage program. When the OmniPage title screen appears, 
strike any key (or click the mouse button), and the QuickScan screen will 
appear. QuickScan gives you one-button Image and Text scanning, 
using OmniPage default settings. All you need to do is to turn on your 
scanner, insert your document, and select Text Scan or Image Scan. 


Selecting Text Scan causes the program to scan and recognize your 
document according to the preset defaults. The scanner will first scan the 
image and paint it to screen. Then the text recognition program takes 
over, strips out any graphics and reads each block of text. Finally, your 
text will appear on screen in the Transitional Editor. Although the 
program is remarkably accurate, when it does encounter a character it 
cannot recognize, it assigns the tilde (~) symbol. Use the Find and 
Replace features under the Text menu to clean up any errors. 


Choosing Image Scan will cause the program to scan your page and 
display the bit-mapped image on screen, according to the default 
settings. You may then save the document for later text recognition or 
choose "Recognize..." from the Text menu immediately. With the 
scanned image on screen, you can also cut/copy any portion of the 
page (text or graphics) to paste into another program or into the 


Scrapbook. 


If you choose Main Screen, you bypass QuickScan and directly enter 
OmniPage. 





Scanner Settings 


Text Mode 
Settings 


Image Mode 
Settings 


COMMAND REFERENCE 
OMNIPAGE PRE-SET DEFAULTS 


OmniPage is shipped with pre-set defaults that are user-changeable 


from within the Defaults menu at any time. 


Function 


Resolution 
Tone _ 
Contrast 

Data Type 
Document Size 


Function 


File Formats 
Statistics 

Output Page Layout 
Scan Area 

Fine Adjust 
Documents 

Input Page Layout 


Function 


File Formats 
Scan Area 
Fine Adjust 
Documents 


Setting 
300 dpi 
Line Art 
Normal 
Normal 
Letter 


Setting 

ASCH 

No 

Auto Galley 

Full Page 

No 

Single Page 
Multiple Columns 


Setting 
TIFF 

Full Page 
No 
Single 
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Text Menu 














Scan... 
QuickScan %M 
Scanner Settings... 
Recognize... 

Quick Recognize %#N 


Find Same 
Replace... #R 
Replace Same eT 





QuickScan 


OmniPaGe COMMAND REFERENCE 
Menu Commands 


Open is used to select a file from disk for OmniPage processing and to 
read its contents into memory. 


Save is used to write the contents of your file to disk, thus storing your 
work for future use. 


Close is used to remove the current file display from your screen without 
saving. 


Quit is used to exit the OmniPage program. 


Undo is used to revert the file to the condition it held just previous to the 
last action performed. 


Cut is used to remove selected text or images and to place them in the 
Clipboard (replacing any present Clipboard contents). 


Copy is used to duplicate a portion of text or image and to place it in 
the Clipboard (replacing any present Clipboard contents). 
Paste is used to place the contents of the Clipboard into your file. 


Clear is used to completely delete selected text or graphics. 


Scan... opens a dialog box which lets you set various options for your 
document, and starts the Text Scan and recognition process. 


QuickScan immediately starts the scanning/recognition process, using 
pre-set OmniPage defaults. 


Scanner Settings... lets you change the settings that control the scanner, 
including: Resolution,Tone, Contrast, Data Type and Document Size. 


Recognize... allows the same options as Scan... and is used to 
recognize text from an image file. The image must have been scanned 
in Line Art mode, and/or saved in Uncompressed TIFF format. 


T «xt Menu 


Scan... 

QuickScan 3M 
Scanner Settings... 
Recognize... 


Quick Recagnize %#N 


find Same 
Replace... 
Replace Same #T 





Image Menu 







Scan... 
QuickScan #Y 
Scanner Settings... 







Zoom Menu 


Zoom in #9 


Zoom out #1 
Actual size 





Personalize Menu 





Personalize 


OmniPaGeE COMMAND REFERENCE 
Menu Commands 


QuickRecognize performs the same task as Recognize... but uses the 
pre-set OmniPage defaults. 


Find... is used to search for a specified character pattern within your 
document. 


Find Same searches for the next occurence of the last Find... pattern 
specified. 
Replace... searches for a specified character pattern and changes it to 


another that you specify. 


Replace Same searches for the next occurence of the specified 
Replace... character pattern and changes it to the replacement pattern. 


Scan... opens a dialog box which lets you set various options for 
scanning an image, and then starts the scanning process. 


QuickScan immediately starts the Image Scan process, using pre-set 
OmniPage defaults. 


Scanner Settings... lets you change the settings that control the way you 
scan images, including: Resolution,Tone, Contrast, Data Type and 
Document Size. 


Zoom-In allows you to magnify the screen image in increments of up to 


200%. 
Zoom-Out incrementally reduces the size of the screen image. 


Actual Size shows the image at full 300 dpi resolution; it is only 
available with Partial Page and Scan Area Fine Adjust selected. 


Load... lets you select a Personalized command-set, and then 
immediately executes the type of scan it represents. 


View... allows you to select a Personalized command-set by filename 
and then displays the settings for review. 
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Defaults 
Scanner... 
Text-set... 

Image-set... 
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OmnIPAGE COMMAND REFERENCE 
Menu Commands 


The Defaults menu contains three dialog boxes, including: Scanner..., 
Text-set..., and Image-set.... 


Scanner Settings: 


Resolution 


@ 300 dpi 
© 240 dpi 
© 200 dpi 


Data type 


@ Normal 
© Mirror 
© Invert 


Text Mode Settings: 


File Formats: 
MacWrite 
ASCII 


Tone 


@ Line art 
O Halftone Fatting 
© Halftone Bayer 


Doc size 


@ Letter 
© Legal 
© Card 


Contrast 


@ Normal 
© Darken 
© Lighten 


@ Default OReset 





Scanner... Defaults Dialog Box 


Statistics: 


Output 


Page Layout: 


Scan frea: 


Scan frea 
Fine Adjust: 


Documents: 


@ Default © Reset input 


Page Layout: 


© Ves @No 


© Auto Paste-Up 
© Manual Galley 


@ Auto Gatley 


@ Full Page 
© Partial Page 


© Ves © No 


@ Single Page 
© Multiple Pages 


© Single Column 
@® Muitipte Columns 
© Financial Form 





Text-set... Defaults Dialog Box 


OmniIPaGe COMMAND REFERENCE 


Menu Commands 


Image mode settings: 


File Formats Scan Area: 


@ TIFF 


© Uncompressed Scan area 


Fine adjust: 


@ Default O Reset Documents: 





@ Full Page 
© Partial page 


© ¥es 
@® NG 


© Multiple 
@ Single 


Image-set Defaults Dialog Box 


The various options in these boxes allow you to change the pre-set 
defaults, thus customizing your OmniPage program to include your 
most frequently-used features. Combined with the use of the Personalize 
features, the Defaults options provide tremendous power and flexibility. 
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OMNIPAGE 
Service & Support 


Congratulations! 


Caere Corporation congratulates you on the purchase of OmniPage' 
the finest Page Recognition product available for desktop compute 
today. We are proud to inform you that support for your OmniPag¢ 


program has just begun. 


Upon return of your Warranty Registration card you will be eligible f 
Caere's (800) 535-SCAN answer-line support. The answer-line is avai 
able to all registered users of OmniPage between the hours of 8:0 
a.m. and 5:00 p.m., Pacific Standard Time. To save time when callin, 
please have your OmniPage serial number (located on your origin 
diskette) available and, if possible, be close to your computer. 


The technical staff at Caere will be happy to answer any questior 
regarding the installation and use of OmniPage. Period. 


This Service and Support Guide has been prepared to answer some « 


the more common questions that can arise with the use of OmniPage 
and to offer a number of Helpful Hints to assist you in its operation. 


Service & Support 


2 Service & Support 


Troubleshooting 


The following are some typical problems that may arise in your opera- 
tion of OmniPage, with their suggested solutions: 


OmniPage Will Not Launch: 


Insufficient memory. OmniPage requires 4 megabytes of RAM. 
If your system has Jess than this minimum, you will require a 
memory upgrade. See your local dealer. 


Multifinder™ is taking up too much memory. Try closing some 
of the other applications, or use only the Finder. 


Corrupted program file. Recopy OmniPage from your master 
diskette. 


RAM Cache is set too high. On a 4-megabyte system, cache 
should be set no higher than 32Kbytes. On a 5-megabyte sys- 
tem, cache should not exceed 768 Kbytes. 


Unable To Scan 


Check your scanner: are the power cord, interface cable and 
SCSI terminator properly connected. ( For More Information on 
terminators refer to the manuals for your system and scanner.) 


Not enough free disk space. OmniPage requires a minimum of 
2 Megabytes free disk space to scan an image 


Too Many Errors 


Quality of original document is not adequate. While OmniPage 
can recognize almost any font, in sizes from 8 to 72 points, the 
print must be clean and crisp, and the typefaces must be suffi- 
ciently non-stylized for the text recognition program to function 
well. 


Too Many Errors 


Glass surface of scanner is dirty. Clean according to 
manufacturer's recommendations. 


Scanner resolution is set too low. Choose 300 DPI 
(default) in Scanner Settings (see "Scanner Settings” 
in Chapter 2 of the User Manual). 


Original placed at an angle in the scanner. Although 
OmniPage can accomodate a few degrees of skew, text is 
best recognized if it is straight up and down. Check the 
alignment of your document in the scanner and try 
again. 


Descending characters are overlapping the underline 
in underlined text. This condition can cause OmniPage 
considerable difficulty. !f you are unable to remove the 
underlining from the original, then errors will prob- 
ably have to be hand-corrected. 


~ CHECK PAGE 2-2 IN THE USERS MANUAL FOR MORE 
INFORMATION ON QUALITY OF THE ORIGINAL. 


Cut, Clear and Paste don't work in the Transitional Editor. 
These functions have been disabled when MacWrite File 
Format is selected, to aVoid problems with imbedded 
control characters. Change File Format to ASCII. (See 
"Scanning & Recognizing Text" in Chapter 3 of the 


User Manual). 


Unable to recognize text in an image file. An image, 
whether scanned in OmniPage, or loaded from another 
application, must have be created as Line Art in 
Uncompressed TIFF format. Halftone or grey scale images 
or bit-maps are not supported in the OmniPage text 
recognition process. 
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Too Many Errors 


e Unable to recognize text in a TIFF image file. Image must be 
scanned in Line Art mode. Greyscale and halftone effects are 
disabled for text recognition. 


¢ Cannot remember the original scanner settings. To review them, 
press the Default button in Scanner Settings dialog box (see 
"Scanner Settings" in Chapter 2 of the User Manual for more 
information). 


Hard Disk Management 


It is important to note that bit-mapped or picture files can take up a 
great deal of disk space. It is advisable to remove picture files to floppy 
disks or other backup media if they are to be saved. Then you can 
delete them from your hard disk. 


Checking For Errors 


Although OmniPage is the best OCR package available, it is not always 
capable of deciphering stylized or blurred text. It is advisable, therefore, 
to make a very careful comparison between the original and the 
Transitional Editor version before discarding an original. A spelling 


‘checker is also recommended, but bear in mind that it cannot distin- 


guish the contextual meaning of words, e.g., between deer and dear. 


Kerning: How Close Is Too Close ? 


"Kerning” is a term referring to the spacing between characters; char- 
acters spaced so closely together that they are touching may appear to 
OmniPage to be one character or graphic. In order to view the quality 
of a scanned image, use the Partial Page option, set Scan Area Fine 


Adjust to 'Yes' and select Actual Size under the Zoom menu. If the char- 
acters are touching each other, try scanning the document with scanner 
Contrast set to Lighten. Or, set the contrast of your copying machine to 
a light setting and then copy your original. 


Paper: There Is A Difference 


The quality or type of paper on which your original is printed can affect 
the quality of output produced by OmniPage. If the paper is porous, the 
ink or toner may tend to "bleed" and run characters together. Again, to 
check your scanned image quality, select Partial Page and Scan Area 
Fine Adjust, then Zoom-in on a section of your original to see that the 
characters are separated by blank paper. 


Manual Galley 


When scanning articles in magazines or newspapers, use the Manual 
Galley option. This enables you to choose the order in which the blocks 
of text are recognized and placed in the Transitional Editor. 


How to Use the OmniPage Tutorial 


The OmniPage Tutorial is a HyperCard Stack. You must have 
HyperCard installed on your system for the Tutorial to run. The 
OmniPage Tutorial is designed to be self-explanatory. You may refer to 
Chapter 1 in the User Manual if you need further information about the 
Tutorial. 
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